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‘“Wationals save us their cost every year” 


—RAYTHEON MANUFACTURING CO., Wolthom, Mass. 


“Excellence in Electronics” 


“We use National Accounting Ma- 
chines on both Accounts Receivable 
and Accounts Payable. Because of 
their many automatic features and 
other advantages, our Nationals save 
us their cost every year, thus return- 
ing about 100% annually on the in- 
vestment. 


‘Nationals’ ease and simplicity of 


operation have simplified the training~ 


THE NATIONAL CASH REGISTER COMPANY, varrons, omo 


* 
of operators. Furthermore, operators 
are happier because they accomplish 
their work with less effort.” 


President 


RAYTHEON—largest maker of marine radar, 
leading supplier of radio and television tubes, 
producer of electronic equipment for govern- 
ment, industry and the home. 


Regardless of the type of your business, 
there is a National System that cuts costs, 
pays for itself out of the money it saves, 
then continues savings as handsome an- 
nual profit. Let your nearby National 
representative show what you can save 
with the National Accounting Machine, 
National Cash Register or National Add- 
ing Machine suited to your needs. 


caer. 
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ACCOUNTING MACHINES 
oS ADOING MACHINES + CASH REGISTERS — 
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Goodall specializes 
| inserving YOU! 


| 
Hit | 
i tn | Blended-to-Perform Fabrics are created and 
HET designed to fit your specific needs... 


Goodall’s Contract Division specializes in the only office fabrics 
designed and engineered for specific uses from raw fibers to 
finished product...thus giving you definite advantages 

of quality and price. Yes, from laboratory and pilot loom 

to final yardage, Goodall Fabrics are created from a variable 
blend of selected fibers to give office appointments the 
important benefits of longer wear, lower maintenance 

and greater luxury. For further information, contact 

Goodall Fabrics, Inc., Contract Division, 525 Madison Avenue, 
New York 22, N. Y. 


; 


OFFICE MANAGERS CHOOSE GOODALL BLENDED-TO-PERFORM FABRICS FOR: 


Vg € 


\ = 
Slip Covers Upholstery Casement Curtains 


©) 1954, Goodall Fabrics, Ine., Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH * Cloth) 


GOODALL FABRICS, INC. = new vor«x . BOSTON °« CHICAGO 
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A WORTHWHILE INVESTMENT. Considered in 
the light of actual dollars and cents returns... 
a finely furnished executive office constitutes 


an extremely worthwhile investment. Let us show 


you how really economical this investment can be. 


INCORPORATED 


NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
Templeton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 
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WHERE are the office employees 
of tomorrow coming from? 

The majority of them are being 
trained right now in the high 
schools throughout the country 
in thousands of classes and 
courses designed to acquaint boys 
and girls with what the office 
requires of them and to provide 
them with the necessary skills 
for their future work. 


Watch for an article now in 
preparation which will cover this 
work as carried on in the great 
high school system ot New York 
City. aS 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


january, 1954 
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Univac, the electronic brain, 


Faster Filing See gets first industrial use 


in G-E offices 


7 oe Univac, the electronic data-process- 
fi asier Su Crvision ing system which made the headlines 
aiks alte.» by accurately forecasting the results of 


the 1952 presidential election, is to be 


given its first industrial application at 
Fewer fi VYVOrs ithe General Electric Co.’s plant at Ap- 
eee pliance Park, Louisville, Ky. 
Remington Rand, Inc., 315 Fourth 
Ave., New York, maker of the giant 
: h R * / /computer, has leased the Univac to 
wit ee by Watson! | General Electric for two years, with an 
established 1887 | option to purchase. Previous Univac 
installations have been limited to non- 
business uses. The Atomic Energy 
| Commission, for example, has two. 
| Installation of the new Univac is 
scheduled for this month, and the sys- 
tem is expected to be in operation dur- 
ing March. It will be used to compile 
MMM | sales statistics and to prepare market 


mm ~ aes |forecasts for management, in addition 


|to performing more routine clerical 
functions, such as preparing payroll 
land cost distribution records, material 
| scheduling, and inventory control. 

| The company expects the use of Uni- 
| vac to save about $500,000 yearly 
from the cost of performing these op- 
|erations by conventional methods. As 
jan example, R. F. Osborn, G-E divi- 
|sion manager of business procedures, 
| said he expected that production sched- 
‘ules now requiring three weeks to pre- 
| pare can be completed within 20 min- 
‘utes, once the proper information has 


Cut Postina Costs ‘been fed into the system. 


| 


General Electric expects to begible to 
2 5 to 5 5% | uansfer to other assignments those em- 
Oo | ployees whose jobs will be taken over 

i hy the new electronic system, and that 


|no additional help will be required for 
ithe type of work Univac will perform. 
| 


ROL-DEX installation in the office of the Provident Mutual Life Insurance Company, Phila., Pa. 


You can cut costs, sharply reduce errors and make filing clerks con- 
tented—willing to stay on the job—with ROL-DEX by Watson. 
Records are, at desk height and roll to the seated operator on 
silent ball bearings. Whether you require one or many units, 
ROL-DEX is built to your special needs. Inquire now! 


| Management consultants 
polled in new survey 


In order to determine the number 
— ae 
Hi» lof firms and individuals now engaged 


/ 7? |in vroviding management consultant 
RO ° 
a OL‘OEX, | services throughout the United States 
“Sa 


' ee and Canada, the Association of Con- 
Watson Manufacturing Co., Inc, = jad — 
See ROL-DEX at the ; Rol-Dex Division, oer 64 sulting Management Engineers, Inc., 
York 
OMAC Convention 


1 Jamestown, New /has undertaken a census of manage- 

Please send me information about ROL-DEX record units. | (ment consultant. This announcement 

Chicago, Mar. 8-11 opine 4 | Was made by Walter J. Semlow, chair- 
;man of the Association’s publication 


Conrad Hilton ‘ . ; : : | activities. Mr. Semlow is president of 
= | Barrington Associates, Inc., of New 
York. 


Watson also builds a complete line of filing cabinets Mr. Semlow pointed out that there 
and courthouse, bank and hospitel equipment. jis no reljable statistical information on 
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YOU’RE BEING ROBBED! 


At this very moment, excessive paperwork, one 
of the greatest pilferers of the business world, 
may be robbing your office of its efficiency, man 
hours and most important — profits. But you can 
put a quick and permanent stop to this costly 
waste with the new Remington Rand Order 
Invoice Plan. | 


With Remington Rand’s/ Duplicating Masters, 
you can blend your Order-Invoice problems — 
from the initial order to the final billing — into 
ONE WRITING. You can create all the required 
copies needed for acknowledgment — control — 
production — shipping and invoicing in simply 
one writing with any of the three popular 
duplicating methods: offset, spirit or stencil. 


FREE: We have prepared an informative new 
folder to demonstrate how you can reduce typ- 
ing station costs — cut down on transcription 
errors — eliminate repeated proofreadings — 
slash processing, snipping and billing costs. 
Simply send your request for “In One Writing,” 
(X1432) to Room 1627, Remington Rand, 315 
Fourth Ave., New York 10, or call your nearest 
Remington Rand Business Equipment Center. 


January, 1954 
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It counts a lot... 
where it’s needed! 


Thousands of firms, in many different lines 
of business, use the Tickometer to count sales 
slips, coupons, tags, invoices, tickets--_ practically 
anything made of paper. Wherever they use it, 
they find that it not only saves the time and 
work required by hand-counting-- but makes 
results available eight to ten times faster. And it’s 


so accurate, thousands of banks use it to count 


currency and checks. 


The Tickometer can be optionally equipped 
to mark, imprint or “rubber stamp’, while 
counting. Food and drug firms, for example, use 


it to code product labels. Others use it to date- | 


stamp and endorse checks and other items. 
Rented, rather than sold, the Tickometer 


requires no capital investment. Pitney-Bowes | ,,, products 


service is available from 201 locations, coast to | 


coast. Ask the nearest PB office for a demonstra- 
tion or send the coupon for free illustrated book- 
let and folder,““Twelve Case Studies of Savings.” 


These case studies show the remarkable results | 
achieved in the counting and/or marking of | 


paper forms by many Tickometer users. 


PITNEY-BOWES 


Tickometer 


Counting & Imprinting Machines 
Made by the originators of 

the postage meter . . . offices in 93 cities 

in U.S. and Canada. 


Prirney-Bowes, Inc. 


2936 Pacific St., Stamford, Conn. 
[) Send Tickometer booklet (| Send case studies 


Name 


Address 
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| dressograph-Multigraph’s dace 
| the basis for figuring excise) taxes on 
J . . . . 

| certain business machines was too high. 


this subject. He said that the number 
of consultants and consulting firms in 
North America has been estimated at 


| 15,000 and that their total volume of 


business has been stated to be about 
$60,000,000 annually, but that these 
figures have no valid statistical basis. 

Because individual consultants are 


hard to identify through ordinary re- 


search sources, and because the Asso- 


| ciation considers them relatively un- 
| stable economically, the study will be 


concerned primarily with consulting 


| firms. It is expected that the census 


will require about three months. 
The Association of Consulting Man- 
agement Engineers, Inc., is located at 


347 Madison Ave., New York 17, N. Y. 


Excise tax refunds awarded 
on office machine purchases 


Refunds of mdére than a million dol- 


| lars will be p¥id out to 25,000 business 
| firms in this/country to compensate 


them for ovegpayments of excise taxes 
urchased from the Ad- 
dressograph-Multigraph Corp., Cleve- 


| Jand 17, Ohio, between July 22, 1947 
| and December 31, 1950, according to 


a recent announcement from the com- 
pany controller, G. J. Grikshell. 
These payments are made possible 
by a ruling issued by the U. S. Internal 
Revenue Bureau in support of Ad- 
that 


The government is also considering 
a similar claim from the company, 
covering purchases made between Jan- 
uary 1, 1951 and July 31, 1952, and it 
is expected that another half million 
dollars can be refunded when the gov- 
ernment rules on this question. ~ 
Before the Internal Revenue Bureau 


| had made its recent decision, Addresso- 
| graph-Multigraph had been required to 
collect excise taxes based on the full 


retail list prices of certain of its prod- 


| ucts. The new ruling reduces that basis 


to 60 or 65 per cent of the retail list 


| price, depending on the type of ma- 


chine. c 
Mr. Griksheli estimates that the total 
of refunds and accumulated interest 


| will be over one million dollars. The 
| company, by agreement with its cus- 
| tomers, will deduct from its refunds 
| the legal, accounting, and other ex- 
| penses 


necessary in recovering this 
amount. Refund checks are now being 
prepared and it is expected that the 
company will be able to release them 
this month. 


January, 1954 
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P.... notations. colored inks, stenciled or spirit-process 
duplicated matter — anything on the original will reproduce 
clearly in a DRI-STAT photocopy. Halftones come through 
clean, not muddied. Areas printed in color will reproduce in 
black-and-white without losing detail. Even originals on 
colored stock make clear DRI-STAT copies. 


DRI-STAT papers — the result of many months of Peerless 
research — possess greater latitude of response, can copy a 
much wider range of original matter. Careful balancing of 
the emulsions on DRI-STAT papers with the chemicals in the 
processing solution gives you a print with good blacks and 
clear whites in sharp contrast — often better than the original. 


Why Retype, Retrace, or Rewrite it? DRI-STAT it 
Anyone in your office can quickly master the technique of 
making DRI-STAT copies. No extra help with special training 
is needed. No darkroom is needed. 

Convenient, Compact, Fast 

DRI-STAT equipment can be used right in the departments 
that need photocopies. The originals never leave your ,sses- 


sion. Copies are ready in less than one minute. Units plug 
into any 110-volt a-c. current. 


Clip or staple to your business card or letterhead > 
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of ANY Original 


in less than one minute 


with the 
NEW Peerless 
DRI-STAT 

Process 


A Tested, High Quality Product 


DRI-STAT papers are manufactured by Peerless Photo 
Products, Inc., well known for its high quality photocopying 
materials and particularly for dependable batch-to-batch 
uniformity.,. DRI-STAT is sold only through factory-trained 
Peerless distributors, well qualified to give you professional 
counsel on modern reproduction methods, 


Ask for a Demonstration 


Try DRI-STAT papers and machines on your own work. For 
a demonstration, call or write your nearest Peerless distrib- 
utor. Lf you're not sure of his name, clip and mail the coupon 
and we'll put you in touch with him. 


ae gi onsen la ii cs Sc is cael 


| 

| 
DRI-STAT Division 
PEERLESS PHOTO PRODUCTS, Inc. | 
Shoreham, Long Island, New York | 

| 
| (_] I'd like to see a demonstraticn | 
of DRI-STAT on my work. j 
| T AT () Please send me your free ! 
| brochure on DRI-STAT | 
| popers and machines. | 
| 
4 Nome ‘OF-s 
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Carbon-Feedmaster attachments for carbon 
feed control are now available for all type- 
writers and for IBM electric accounting 
machines. Ideal in preparing master sheets 
for fluid process duplicating machines. 
Through use of a Feedmaster Carbon Roll 
and continuous Feedmaster Forms, handling 
of messy carbon sheets and ribbons is elim- 
inated. Clean, crisp masters and perfect 
copies are produced in less time. Carbon 
cost is cut 80% or morel 


Carbon feeding is controlled independently 
of form feeding. Each line space of carbon 
is used, regardless of how writing is spaced 
on the original. Feeding and re-winding of 
the inexpensive carbon rolls is completely 
automatic. Carbon feeds one-sixth inch 
for each line typed. No carbon is fed 
when line-spacing or ejecting form. No 
unused carbon is ever wasted! 


Investigate Carbon-Feedmaster now! See this remarkable 
equipment demonstrated. Write for illustrated literature. 


CARBON-FEEDMASTER CO. 


EUREKA, ILLINOIS 
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First building designed 
for modular furniture 
nears completion 


What is said to be the first building 
ever designed specifically to accommo- 
date modular furniture is being com- 
pleted at Linden, N. J. It is the new 
administrative building for the Bayway 
Refinery of Esso Standard Oil Co. 

The new building is a six-story struc- 
ture of reinforced concrete, faced with 
buff brick. It is 345 feet long and 55 
feet wide and contains 100,000 square 
feet of office space. It will accommo- 
date more than 500 executives and em- 
ployees of the Bayway Refinery, which 
is the largest of Esso’s eastern refiner- 
ies. 

Functional modular furniture to be 
used in the building will consist of 
desk and table combinations to which 
may be attached, on one or more sides, 
movable partitions six feet high. The 
structure was designed with this furni- 
ture in mind by Lathrop Douglass, 
architect. It is being built by John W. 
Harris Associates, general contractor, 
and the firm of Severud-Elstad-Krue- 
ger is serving as consulting engineers. 
The mechanical engineer is Guy B. 
Panero. 


Closed circuit television 
speeds elevator traffic 


Television has found its way into 
Chicago's enormous Merchandise Mart 
i}, an interesting experiment designed 
to help control the flow of rush-hour 
elevator traffic. 

The Merchandise Mart, which is the 
world’s largest commercial building, 
has a special problem. More than 15,- 
000 persons enter and leave the build- 
ing each day at rush hour, and since 
about half of these visitors use the sec- 
ond floor elevated platform entrance, 
the elevator starter on the first floor 
has to dispatch his cars to serve a 
large crowd half of which he cannot 
see directly. 

To ease the burden, one of RCA’s 
new “TV Eye Cameras” has been 
mounted at the second floor elevator 
entrance, where it automatically photo- 
graphs the passenger traffic. The pic- 
ture is relayed via a closed circuit to a 
regular 21-inch television screen near 
the clevator starter on the first floor. 
This procedure gives the starter a 
clearer picture of the actual traffic situ- 
ation and enables him to dispatch cars 
more efficiently. 
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Here’s How 
Linen Supply Works... 


You buy nothing ... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


Fairtax. Towels 
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*Fairfax cotton towels used by the Pittsburgh headquarters of 
Koppers Company, Inc., are supplied by Eagle Linen Service. 


for Maximum Comfort and Sanitation 
_ Koppers Provides its Employees with Cotton Towels” 


© Engineering and construction is the business of Koppers 
Company, Inc. of Pittsburgh. Known throughout the world 
for their design and construction of gas apparatus, coke 
ovens and steel plants, they also produce chemicals, roofing 
and paving materials and many other products and services 
for industry. Koppers management believes its employees 
are entitled to the extra comfort afforded by soft, absorb- 
ent cotton towels. They know, too, that cotton towels help 
keep washrooms tidy and save on maintenance costs. At 
Koppers you'll find individual, grommet and continuous 
cabinet-type towels in use. 

Whatever your towel problem ... whether you operate 
a factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. Cotton towel service is economical, 
it’s efficient and it’s a sign of good management. 


Clean Cotton Towels... 
Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. + WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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The Menge of 
XEROGRAPHY 
sh Beusch & Lomb Optical Co. 


Se ee ee ee 


ne KEROGRAPHY 


cuts duplicating cost 


THE HALOID COMPANY 


54-26X HALOID ST., ROCHESTER 3, N. Y. 
CANADA—The Haloid Company of Canada, Lid., Torente 2, Ontorio 
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XEROGRAPHY 
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FOR 1HESE AND 
HUNDREDS OF 
OTHER COMPANIES 


COPIES ANYTHING WRITTEN, TYPED, 
PRINTED OR DRAWN ON TO 
PAPER MASTERS FOR DUPLICATING 


in 3 minutes ! 


Xerography is setting exciting records in hundreds of large and 
small companies in cutting duplicating costs, speeding production, 
eliminating re-typing, proofreading and errors. 

Forms, letters, bulletins, charts, reports, graphs, manuals, engi- 
neering drawings, government regulations or anything written, 
typed, drawn or printed, can be reproduced with photographic 
accuracy in about 3 minutes on to an offset paper master for run off 
of multiple copies on an offset duplicator. Original copy may be 
enlarged, reduced or reproduced same size by xerography in XeroX 
Lith-Master copying equipment. With xerography, copies can be 
made from one or both sides of original material. 

For use in diazo type machines, translucent intermediates can 
be made from any original subject in the same speedy way. 

There is no limit to the versatility of the dry, electrostatic, direct 
positive xerography process in paperwork duplicating applications, 
whether it's an involved production order writing system, parts or 
directory list, or government directive. { 


I se. for “proof of performance" folders showing how companies of. 


- all kinds are cutting costs and saving time with xerography. For 
~ instance: Bausch & Lomb Optical Company saves $12,000 a year 
in its Stenegraphic Dept. and $6,000 a year in on Engineering 
Dept. Aticntic Refining Company saves $18,000 a year duplicat- 
ing engineering data, office forms, charts, etc. 
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Books and Pamphlets 


Office Comvaunications 
Communications in the Office is de- 
scribed on its title page as “a presen- 
tation of practices and facilities affect- 
ing more than 598,000 office employees 
of over 2,400 companies in the prin- 


| ciple cities of the United States and 


Canada.” It is Survey Summary No. 


| 15 prepared by the Nationa! Research 


Committee of the National Office Man- 
agement Association, and is available 
from NOMA at a price of $5. The As- 
sociation’s headquarters are at 132 W. 


| Chelten Ave., Philadelphia 44, Pa. 


This report is full of tables that 


| show, by types of businesses, such fig- 


ures as the size of office staffs, the 
numbers of office employees per tele- 
phone, the amount of training given 


| telephone users, percentages of em- 


ployees allowed to make and receive 
personal telephone calls, the use of tele- 


| graph services, the size of mail room 


staffs, mail opening, time stamping, 
and distribution practices, etc. Accom- 
panying each/table is a guide to the 
table itself, followed by an analysis and 
interpretation, 

Also included is a discussion of a 
simplified letter form which, NOMA 
claims, can save more than 10 per cent 
of typing time. 


Electronic Business Machines 
A group of students at the Harvard 
Graduate School of Business Adminis- 
tration have recently published a vol- 
ume called Electronic Business Ma- 
chines—A New Tool for Management. 
This report studies the current devel- 
opments in this field and makes an esti- 
mate as to the present and future ap- 

plications of electronics to business. 
The authors discuss the growth of 
business machines and point out that 


_ the first electronic computers were de- 
| ‘ . “ge . . 
| signed for military or engineering pur- 


poses. They were particularly well 


| suited to solving a relativeiy small num- 
| ber of highly complex problems. 
| ness, by contrast, has relatively simple 
| problems to solve, but they occur in 


Busi- 


enormous numbers. Accordingly, elec- 
tronic machines for business use require 
special development, and business men 
should not expect to be able to con- 


vert to “push-button offices” in the im- 


| mediate future. 


The book treats the various compo- 
nents of an electronic computing sys- 
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Throughout the world the ACE STANDARD is securely staple or pin up to 40 sheets of average 


recognized as the standard of stapling machine 
quality. Its sturdy dependability and perfect per- 
formance have made it the favorite wherever a 


weight paper. It loads 210 Standard Staples. 
Quality-wise dealers everywhere feature and 
recommend the ACE STANDARD because of 


lifetime of hard service is required. 
The ACE STANDARD will instantly and 


the greater satisfaction and service it gives. 


SOLD EXCLUSIVELY THRU DEALERS! 


SOME OF THE STAPLING EQUIPMENT MANUFACTURED BY ACE 


YBa we > 


ACE PILOT ace oere ACELINER ace staptes CE STAPLE 
f REMOVER 


ACE CLIPPER 


Maachinas fe 


Ace FaSTENEE CORPORATION + 3415 NORTH ASH AND AVENUE<+ CHI 


IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 * 770 DU PONT STREET, TORONTO 4 


January, 1954 OFFICE MANAGEMENT F 13 


sf - aes ue a gel Bs? ; m a . Oe 7a: i 
; oo saa “tite ai pe) sl . +, ; Pl . =, : 
The Quality Standard = Se | 
By Which All Other } 

“a ———~ ; “te ws » *, . E q y | 
"THE STURDY ACE STANDARD | | 
a | 
\ 
ee 
ee 
ee 
| A y, ‘ 
NES] @ Stapling mn ewe 3 


Books and Pamphlets 
(Continued) 


tem and analyzes their capacities and 
limitations. The fantastic speeds per- 
mitted by the use of electricity make 
possible the solution of many prob- 
lems that it would otherwise be im- 
practical to try to solve. However, the 
machine cannot give itself instructions, 
it cannot think intuitively or creative- 
ly, mor can it perceive information 
without being given specific instruc- 
tions, Certain tasks it can do very well, 
but in most tasks it is not a substitute 
for the human brain. 

The authors consider that the auto- 


matic office will develop gradually, 
without revolutionary changes. The 
business man will have to help in this 
evolution by being willing to accept 
new procedures to suit the new ma- 
chines. In order to get the most out 
of such machines it may become highly 
desirable, for «xample, to revise in- 
ventory practices to make possible the 
acceptance of accuracies to the nearest 
10 rather than to the unit. 

Many electronic machines, however, 
are already being used in the business 
world. The writers believe that these 
have established themselves as sufh- 
ciently accurate to be trusted, and that 
their use has made possible many 
worthwhile savings. In one portion of 


IMPRESSIVE 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 
more, nothing less! If you get 
semudgy, wrinkled or indistinct 
copy, here’s the right answer. Try 
Eastern Papers because they are 
especially designed for office du- 
plicating machine work. The spe- 
cial su peg: | and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


ask your local Eastern pa 
chant or write Eastern Corpora- 
tion, Bangor, Mai 


FOR IMPRESSIONS 


precision trimmed edges assure 
clean copy, clear copy every time. 


For improved impressions and 


faster-running performance try 
one of these Eastern office papers. 


Atlantic Bond, Atlantic Du- 


plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
r mer- 


sd 
ATLANTIC BOND 


castiee 


Wiss PAPER 


MADE BY EASTERN CORPORATION » BANGOR, MAINE 


OFFICE MANAGEMENT 


the book, the authors briefly examine 
several types of business, including de- 
partment stores, insurance companies, 
banks, and public utilities, to show sug- 
gested applications of electronic com- 
puters to their operations. 

Electronic Business Machines is avail- 
able at a priee of $5 from Electronic 
Business Machines, 25 Manchester 
Road, Winchester, Mass. 


Business Management Handbook 


J. K. Lasser, the well-known tax ana 
and business authority, has published 
a Business Management Handbook, 
which makes available in reference 
book form a great deal of material 
originally compiled for his Executive 
Course in Profitable Business Manage- 
ment. The book contains contribu- 
tions from 20 business experts. 

The first 11 sections discuss how to 
find the right form for a business, to 
finance a business, to organize a busi- 
ness for more efficient management, to 
avoid risks in business, to start a new 
business, to buy and sell a business, 
to market a product, to organize for 
good customer relations, to organize 
for good employee relations, to ensure 
better relations with stockholders, and 
to find the best location for a business. 

The Handbook is priced at $8.50. 
Further details can be obtained from 
the McGraw-Hill Book Information 
Service, 327 W. 41 St., New York 36, 
N. Y. 


Accounting Systems Design and 
Installation 

Ronald Press has issued the second 
edition of Accounting Systems Design 
and Installation by J. Brooks Heckert, 
of Ohio State University, and Harry 
D. Kerrigan, of the University of Con- 
necticut. 

This 670-page volume is in five parts. 
The first is devoted to systems design. 
The second, called “The General 
Framework,” deals with charts of ac- 
counts, ledger design, and the design 
of subsidiary ledgers. Part three, the 
Jargest portion of the book, is con- 
cerned with accounting procedures. 
Part four has to do with special prob- 
lems of systems work, and the final 
part describes punched card accounting. 

Accounting Systems Design and In- 
stallation is available from The Ronald 
Press Co., 15 E. 26th St., New York 10, 
N. Y., at a price of $7. 


(To page 82) 
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a Office Work 


Diffused, Reflected 
Bate on the Work! 


ht-Light SWIVEL 

RM is a scientifically 
poe al optical system 
that gives maximum light 
below eye level—without 
glare. 


Light head swings 360° 
degrees to any position 
required for seeing com- 
fort. lid brass with 
wide choice of decorator 
colors. 


Desk or Table Model 
Wide choice of colors. 


Demands 


LO aE Fee eon 


. 4 


‘Better Light - 
ON THE 


ret) 


Sti | | . 


é e .7 
5’ 
4 


by 
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Charles D. Stott & Company's Sight-Light installation at Federal Saving & Loan Association, 
Washington, D. C. 


Sight-light 


Pays for itself with BETTER SEEING . 


Reduces Eye Fatigue . . . Increases Office Output 


A light meter on the average office worker's desk will disclose the amazing fact 
that he is actually working in semi-darkness . . . with a shortage of up to 50 
foot candles of light. 


Lighting engineers agree that overhead lighting rarely supplies more than 15 
to 25 foot candles of light on the visual area, whereas 50 to 75 foot candles 
are a MUST for adequate SEEING COMFORT. 


Supplementary pain is a business necessity . 
greater accuracy . 


This is why Sight- Li 
the needed light wi 
less visual effort. 


. for less eye strain. . . for 
. greater efficiency and greater office output. 


t is going | into offices all over the country. They supply 
out glare... on the desk . . . to make work easier wi 


Ask your Sight-Light dealer to demonstrate or write us today for literature 


M. G. WHEELER COMPANY, INC. 
GREENWICH .. .°. . CONNECTICUT 
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Books and Pamphlets 


(Continued ) 


tem and analyzes their capacities and 
limitations. The fantastic speeds per- 
mitted by the use of electricity make 
possible the solution of many prob- 
lems that it would otherwise be im- 
practical to try to solve. However, the 
machine cannot give itself instructions, 
it cannot think intuitively or creative- 
ly, mor can it perceive information 
without being given specific instruc- 
tions, Certain tasks it can do very well, 
but in most tasks it is not a substitute 
for the human brain. 

The authors consider that the auto- 


matic office will develop gradually, 
without revolutionary changes. The 
business man will have to help in this 
evolution by being willing to accept 
new procedures to suit the new ma- 
chines. In order to get the most out 
of such machines it may become highly 
desirable, for «xample, to revise in- 
ventory practices to make possible the 
acceptance of accuracies to the nearest 
10 rather than to the unit. 

Many electronic machines, however, 
are already being used in the business 
world. The writers believe that these 
have established themselves as sufh 
ciently accurate to be trusted, and that 
their use has made possible many 
worthwhile savings. In one portion of 


IMPRESSIVE FOR IMPRESSIONS 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 
more, nothing less! If you get 
smudgy, wrinkled or indistinct 
copy, here's the right answer. Try 
—— papers because they are 

pecially ‘designed for office du- 
plc ating machine work. The spe- 
cial surfacing and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


precision trimmed edges assure 
clean copy, clear copy every time. 

For improved impressions and 
faster-running performance try 
one of these Eastern office papers. 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 

For sample sheets or packets 

ask your local Eastern paper mer- 
chant or write Eastern Corpora- 
tion, Bangor, Maine. 


Ad 
ATLANTIC BOND 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Castten 


Wutss- PAPER D 
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the book, the authors briefly examine 
several types of business, including de- 
partment stores, insurance companies, 
banks, and public utilities, to show sug- 
gested applications of electronic com- 
puters to their operations. 

Electronic Business Machines is avail- 
able at a price of $5 from Electronic 
Business Machines, 25 Manchester 
Road, Winchester, Mass. 


Business Management Handbook 


J. K. Lasser, the well-known tax ana 
and business authority, has published 
a Business Management Handbook, 
which makes available in reference 
book form a great deal of material 
originally compiled for his Executive 
Course in Profitable Business Manage- 
ment. The book contains contribu- 
tions from 20 business experts. 

The first 11 sections discuss how to 
find the right form for a business, to 
finance a business, to organize a busi- 
ness for more efficient management, to 
avoid risks in business, to start a new 
business, to buy and sell a business, 
to market a product, to organize for 
good customer relations, to organize 
for good employee relations, to ensure 
better relations with stockholders, and 
to find the best location for a business. 

The Handbook is priced at $8.50. 
Further details can be obtained from 
the McGraw-Hill Book Information 
Service, 327 W. 41 St., New York 36, 
Mea. 


Accounting Systems Design and 
Installation 

Ronald Press has issued the second 
edition of Accounting Systems Design 
and Installation by J. Brooks Heckert, 
of Ohio State University, and Harry 
D. Kerrigan, of the University of Con 
necticut. 

This 670-page volume is in five parts. 
The first is devoted to systems design. 
The second, called “The General 
Framework,” deals with charts of ac- 
counts, ledger design, and the design 
of subsidiary ledgers. Part three, the 
Jargest portion of the book, is con- 
cerned with accounting procedures. 
Part four has to do with special prob- 
lems of systems work, and the final 
part describes punched card accounting. 

Accounting Systems Design and In- 
stallation is available from The Ronald 
Press Co., 15 E. 26th St., New York 10, 
N. Y., at a price of $7, 


(To page 82) 
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y Office Work 


a 
Charles D. Stott & Company's Sight-Light installation at Federal Saving & Loan Association, 
Washington, D. C. 


Diffused, Reflected ? 
Light on the Work! Vf 7 1G 
Sight-Light SWIVEL 
ARM is a scientifically 


designed optical system . . “ 
log ele wits © Pays for itself with BETTER SEEING 
glare. 


Lighe head owings 360 Reduces Eye Fatigue . . . Increases Office Output 
degrees to any position 


A light meter on the average office worker's desk will disclose the amazing fact 


required for seeing com- that he is actually working in semi-darkness . . . with a shortage of up to 50 

fort. Solid brass with foot candles of light. 

—— of decorator Lighting engineers —_ that overhead lighting rarely supplies more than 15 
: to 25 foot candles of light on the visual area, whereas 50 to 75 foot candles 


are a MUST for adequate SEEING COMFORT. 


Supplementary lighting is a business necessity . . . for less eye strain. . . for 
greater accuracy . . . greater efficiency and greater office output. 


This is why Sight-Light is going into offices all over the country. They supp! 
the needed light without glare . . . on the desk . . . to make work easier wit 
less visual effort. 


Ask your Sight-Light dealer to demonstrate or write us today for literature 


Desk or Table Model = AA, G. WHEELER COMPANY, INC. 
‘ GREENWICH .... . CONNECTICUT 
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People in the News 


PERMACEL TAPE CORP., manu- 
facturer of “Texcel” tape, announces 
two recent promotions. 
George A. Fitzgerald has been 
Se named Industrial Sales Manager. Mr 
f ¥ a . ap gases 
at lo'chncs or tk Fitzgerald joined Permacel 15 years 


4 touch you. ago as a promotion 
c ; 

: A salesman in Phila- 

Fountain base “inklocked” delphia, and has 


on if since been Pacific 
See, Coast Division Man- 
the ink. 4 


| ager and Automotive 

Fountain bose holds 0 | Sales Manager. Prior 

times 65 oy re to his service with 

® pory fountain pen | Permacel, he worked 
leak. Won't flood. Easy i 12 years with the George A. 


lean as a saucer. Eaton Mfg. Co. He Fitzgerald 


is a graduate of U.C.L.A. and is now a 
resident of Westfield, N. J. 

TO SELECT OR ae! Albert A. Hally has moved up to 
BELASS... ee the post of Director of Sales Planning. 
His previous posi- 
tion was as Texcel 
Sales Manager. Mr. 
Hally has been 
with Permacel for 
five years, his pre- 
vious business con- 
nection having been 
with the Dennison 
Albert A. Mfg. Co. He attend- 
Hally ed both Boston Uni- 
versity and Northeastern University. 

He is a resident of Westfield, N. J. 


FRANK W. BEHNSEN has been 
| made sales manager in charge of The 
| SoundScriber Corp.'s new Canadian op- 
‘ eration in which Blair-Behnsen Ltd., 
A different, better desk pen—with | of Vancouver, B.C. will act as distribu- 
the ink fountain in the base instead ' tor for SoundScriber products in Brit- 
of in the pen barrel. Pen instantly | ish Columbia. Mr. Behnsen has been 
fills itself each time you return it active in the office equipment business 
to the socket. Always ready to for several years. Previously, he was 
write a full page or more every in the Vancouver city government, and 
time you pick it up. ft during World War II he served as a 
lieutenant im the Royal Canadian Artil- 


Ask your stationer for a demonstration lery & Infantry Corps. 


® CLARENCE E. BALLIETT has re- 
cently been made stationery represen- 

tative, in Illinois, Wisconsin, and 

Minnesota, for the Oakville Co. Di- 


vision, Scovill Mfg. Co., of Water- 


DESK PEN SETS ome envensnocn bury, Conn., manufacturers of “Yel- 


PEN COMPANY 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY low Box” paper fastening devices. 


The Esterbrook Pen C sey @P Comat, 04. Mr. Balliett, who succeeds Neilan N. 


ONLY A FEW OF THE Y ’ . : . H 
92 Fleet St,, East, T ¢ an Fane Short of Harry L. Short & Son, will 
make his headquarters in Chicago. 


‘ 
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People in the News 


( Continued ) 


FREDERICK BOWES, JR., director 
of public relations and advertising for 
Pitney-Bowes, Inc., postage meter and 
business machines 
manufacturers of 
Stamford, Conn., has 
been elected _ presi- 
dent of the Public 
Relations Society of 
America. Mr. Bowes 
succeeds William G. ath 
Werner, public rela- © Fabian Bachrach 


Frederick 
Bowes, Jr. 


tions director of the 
Procter & Gamble 
Co. of Cincinnati. 

For the past year, Mr, Bowes has 
been national vice president of the 
Society, which is composed of 1,600 
public relations executives and coun- 
sellors in 43 states and 14 foreign 
countries. 


MINNESOTA MINING & MFG. 


CO. has announced the election of 


John FP. Kruse and Richard L. Post as 


assistant secretaries of that company. | 
Mr. Kruse joined the firm in 1941 as 4 | 


statistician, and has been secretary of 
the executive committee since 1946, 


Mr. Post joined the company’s legal | 


department in 1946, following his 


graduation from the University of | 


Minnesota Law School. 


The Minnesota Mining & Mfg. Co., | 


is the manufacturer of “Scotch” brand 


tapes, ofhce duplicating equipment, and | 


other products. 


J. W. BRYERS was elected vice presi- | 
dent of The McBee Co., Ltd., To- | 


ronto, at a recent meeting of the com- 
panys board of 


Pas” directors. Mr. Bryers | 


moves up to his new | 


post from his former 
position of general 
sales manager. Prior 
to that assignment he 
had been district 
manager in Mon- 


J. W. Bryers treal. He has been | 


with the company 
since 1947, when he joined as a sales- 
man in Toronto. 

The McBee Co., Ltd. is an affiliate 
of The McBee Co. of the United States. 
It manufactures special accounting 
equipment and forms. 
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King Cotton says: 


with 


BETTER RESULTS 


in keeping your records®® 


No MAN can do good work with poor tools, and 
this is surely true of business forms of all kinds. The 
least expensive part of keeping adequate records 
is the paper and card they're on. Anyone who 
works on paper needs in it these qualities: smooth 
writing surface, low light reflectance, no smudging 
or running of ink, uniformity from piece to piece, 
erasability, long wear and toughness that can come 
only in paper made with new, long, strong cotton 
fibers. 

In these days of government supervision and 
inspection of record-keeping, literally thousands 
of records must be kept permanently. They'll take 
the wear and tear, and stand up for the years only 
if they're on long-lasting, hard-wearing cotton 
fiber paper or card. 

Parsons offers nine different qualities and types 
of ledger paper and index-bristol, and they'll 
handle any record-keeping job you need on paper. 
They're in a wide variety of sizes, so what you 
need will cut economically. Their many colors offer 
the economy and convenience of color-control. 
Many weights and strengths provide just what you 
need for each record job. 


FREE, HELPFUL BOOKLET 


Do you know how long various types of records 
should be kept? Would you like to know how to 
organize a basic records program and what quality 
of paper should be used for various types of rec- 
ords, depending on how much use they get and 
how long they should be kept? This booklet also 
tells how to buy forms economically. Send for your 
free copy today. 


PARSONS PAPER 


COMPANY 
Over 100 Years in Holyoke, Massachusetts 


Orr co ins 

aamewesean em eaee ae s s eseee eeee 

Parsons PapeR COMPANY 

DEPARTMENT 5A, HOLYOKE, MASSACHUSETTS 

Please mail me, without cost or obligation, your new booklet on records 

systems and retention and getting the right peoer or card for various 

kinds of records. It’s called “How to Get What You Need in Record- 

Keeping Papers and Index Cards”. 

Name Seiliciepiatinaterstuni inna nctpensaisiiabainimneinaiiaiigdaimeanl 

(PLEASE PRINT) 

Orggniention 

OP COMING <n crecectensersesserccesapessobonevonnpispansonpepeutneesnsseopeneneeenioneeen 

DDR... csodisetnintbintiagtaprectinetnaeneetnintncennntnienenannejunicimmnnniniiian 

Cc 

Sr TIII -- cs ins ines cmcitsltalintibasiein initshianendiineatiiane dina tipmmanaiadniiadammmmnitamninaS 
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Association News 


THE RECORDS MANAGEMENT 
ASSOCIATION OF NEW YORK 
met on December 14th at 3 W. 51st St., 
New York City. The speaker of the 
evening was Arthur Settel, a former 
foreign correspondent for the United 
Press and author of several books and 
newspaper and magazine articles on 
international problems. Mr. Settel, now 
on the staff of the National Broad- 
casting Co., spoke on “The War of 
Words.” 

The Association has recently spon- 
sored a special course in “Leadership 


of and Participation in Management 
Conferences.” The course was con- 
ducted for the RMA by the Extension 
Division of the New York State School 
of Industrial & Labor Relations, Cornell 
University. The instructor was Walter 
Geldzahler. 


THE OFFICE MANAGEMENT AS- 
SOCIATION OF CHICAGO  ob- 
served its annual Top Management 
Night on November 19th with a din- 
ner meeting in the Bismarck Hotel. 
On this occasion OMAC members were 
asked to bring their bosses. 

The speaker was Wade Fetzer, Jr., 
of Winnetka, president of W. A. Alex- 
ander & Co, Mr. Fetzer’s topic was 


LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 
Any marking Problem— 


For the best in marking devices insist 
on the Crown Line. 


Write today for 100 page 


illustrated catalog %96; it’s 


FREE! 


vitand On. Ine 


80 DUANE STREET 


NEW YORK 7, 


N. Y. 


OFFICE MANAGEMENT 


“A Philosophy for Management.” At 
a ceremony held during the evening, 
NOMA Merit Awards were presented 
to Clifford L. Stivers, president of 
Stivers Office Service, and, in absentia, 
to Henry L. Baermann. 

At the luncheon meeting on Decem- 
ber 3rd, held at the Morrison Hotel, 
the OMAC conducted a panel discus- 
sion on the general subject, “Not 
How, But Why!” which was devoted 
to ways of improving the office execu- 
tive. Wilbert E. Scheer, personnel di- 
rector of Blue Cross-Blue Shield, spoke 
on “Few Are Called, Many Answer,” 
and Carolyn N. Nelson, administrative 
assistant of the Mutual Trust Life In- 
surance Co., discussed “Middle Man- 
agement—the Key.” The third speaker 
was A. Gordon Bradt, second vice 
president of the Continental Illinois 
National Bank & Trust Co. of Chicago, 
whose topic was “Motivating for 
Profit.” 


THE ASSOCIATION OF CON- 
SULTING MANAGEMENT ENGI- 
NEERS, INC., has announced that 
Horace G. Crockett, senior partner of 
McKinsey & Co., New York manage- 
ment consultants, was re-elected presi- 
dent of the Association at its twentieth 
annual meeting in November. This 
will be Mr. Crockett’s fourth term in 
that office. The Association amended 
its by-laws to permit Mr. Crockett’s re- 
election, no previous president having 
served more than two terms. 

At the same meeting, Walter J. Sem- 
low, president of Barrington Associ- 
ates, Inc., was elected vice president 
and director, and George H. Elliot, 
senior partner of George H. Elliot & 
Co., was elected a director. 

Re-elected as vice presidents and di- 
rectors were Harold W. McKenzie, of 
Swanson, Ogilvie & McKenzie, and 
Richard M. Paget, partner of Cresap, 
McCormick & Paget. Arthur J. Slade, 
partner of Rogers, Slade, & Hill, was 
re-elected secretarytreasurer. . 


THE WESTCHESTER CHAPTER 
of the National Office Management As- 
sociation met for a dinner meeting on 
November 17th. The speaker was Wil- 
liam L. Butcher, executive vice presi- 
dent of the County Trust Co., White 
Plains, N. Y., whose subject was “Fac- 
tors to Consider in Relocating a Busi- 
ness.” 


(To page 21) 
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LETTER SIZE No. C21/A 
LEGAL SIZE No. C219A 


Riki oe 


fi 
‘TH 
i 


NO. 10-23-52 


PRINTED IN U.S.A. 


7 Carried In All 
Popular Sizes 


e ALPHABETICAL 
e MONTHLY 
e DAILY 


cOR EVERYDay USE 
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iT TAKES A QUALITY LINE 


Za 


SINCE 1906 


From the very first item to the 
present line of over 3,100 stock 
items, we have concentrated on 
craftsmanship and the finest 
quality and grades of raw mat- 
erials, making our line an out- 
standing quality line. 


We have 5 separate factories 
for your protection and added 
service. 


Write for our catalog. We also 
invite your inquiries for specially 
made products. 


VERTICAL FILE 


SUPER POCKET 
“THE ALL PURPOSE FILE” 
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Association News 
(Continued from page 18) 


THE OMAHA CHAPTER of the | 


National Office Management Associa- 
tion heard an address at its Novem- 
ber meeting by H. W. Dickhut, gen- 
eral manager of Stivers Office Service, 


on the subject, “Factors of Leadership.” | 


Mr. Dickhut, who is a former presi- 
dent of OMAC, emphasized that true 
leadership in management is different 
from other kinds of leadership in that 
it is rarer and more demanding. 

Said the speaker, “Leadership in the 
arts and sciences can usually be at- 
tained through intellectual ability 
alone. A Management Leader must 
understand the handling of people, 
must understand administration. He 
must be able to organize and get things 
done through people. He must above 
all else have certain personal qualities 
that make other people eager to fol- 
low him.” 


THE CONTROLLERS INSTITUTE | 


OF AMERICA has a new assistant | 
secretary. Benjamin R. Makela was ap- 


pointed to that position, effective De- 


cember Ist. Mr. Makela previously was | 
with the Chamber of Commerce of | 


the United States as assistant manager 
of the Manufacture Department and 
secretary of its National Defense Com- 
mittec. 


THE NEWARK CHAPTER of the 
National Office Management Associa- 
tion met on November 19th and heard 
A. N. Seares discuss the subject, “Of- 
fice Resources Unlimited.” Since 1949 
Mr. Seares has been director of domes- 
tic sales and services for Remington 
Rand Inc. He also is vice chairman 
of the Committee on Distribution of 
the National Association of Manufac- 
turers and immediate past chairman of 
the National Sales Executives. 


THE INSTITUTE OF NEWSPA- 
PER CONTROLLERS AND  FI- 
NANCE OFFICERS recently elected 
Richard H. Wills to the presidency. 
Mr. Wills, who is treasurer of the Ro- 
anoke (Va.). Times and World-News, 
succeeds C. Arthur Weis, vice presi- 
dent and treasurer of the St. Louis 
Globe-Democrat, who became a di- 
rector. 
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Fast little folder... 
saves Workers time, 


cuts office costs ! 


You see it happen often in your 
own Office...an experienced, valuable 
girl neglects her regular work for 
hours—to fold form letters, bulletins 
or mail enclosures! 


Hand-folding disrupts office rou- 
tine, is a tedious job nobody likes, 
waste time—and is inexcusable these 
days. Because the little Pitney-Bowes 
FH Folding Machine can fold at least 
five times as fast as folding by hand. 

With semi-automatic feed and 
electrically driven, the FH is fast, 
accurate and easy for any one to 
operate. It takes only a few seconds 
to set the FH for any job; simply 


PITNEY-BOWES 


Folding Machines’ 


Made by Pitney-Bowes, Inc. . . . originators 
of the postage meter . . . 93 branch offices, 


ier 


with service in 199 cities in U.S. and Canada. 


Move Indicator knobs to widths 
wanted . . . And it’s ready to go! 


move two knobs to adjust for any 
desired folds...easy as tuning your TV. 


Tue FH can make two folds at 
once; double-fold 8'2 x I! sheets up 
to 5,000 per hour; make 8 different 
folds in sheets from 3 x 3 to 8’ x 14 
inches, of many different paper 
weights; and even folds sheets when 
stapled together. 

Little larger than a standard size 
typewriter, and costing less, the FH 
quickly pays for itself. Ask the nearest 
PB office for a free demonstration— 
or send the coupon for the 
free, illustrated booklet. 


Fully automatic model 
FM folds up to 19,000 
Sheets per hour, 


Pitney-Bowes, INC. 
2914 Pacific St., Stamford, Conn. 


Send free booklet on Folding Machine to. 


Name 
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© GF Co. 1954 


GF sharpens the AF* 


* ACCURACY FACTOR 


Employees turn out better work faster when you seat them 
on adjusted-for-comfort GQODFORM ALUMINUM CHAIRS 


Many costly clerical errors can be traced 
directly to the fatigue that comes from 
poor seating. 

So it’s actually a saving when you re- 
place your workers’ back-straining, old 
chairs with new Goodform Aluminum 
Chairs. Five separate adjustments permit 
a GF chair to be fitted quickly to the 
individual — any size girl, tall or small. 


With each employee's salary and general 
overhead expense coming to $40,000 
or $50,000 over a 15-year period, it is 
well worth the /ess than two pennies a 


day it costs you to provide maximum 
working comfort day in and day out. 


Every beautiful Goodform Aluminum 
Chair is sturdily constructed for a life- 
time of use. Rounded edges prevent 
clothing wear and stocking tear, and its 
foam rubber cushioned seat leaves the 
worker still fresh after a full day's work. 


Try one out in your office without 
obligation, on a 10-day trial. Call your 
GF Distributor or write The General 
Fireproofing Company, Dept. O-26, 
Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


OFFICE MANAGEMENT 


. 


GENERAL - 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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FROM all reports, the office building boom continues unabated, Everywhere 
new structures, large and small, are going up to take care of the expanding 
need for office space. New York, already the place where more offices are 
concentrated than anywhere else in the world, leads the way with a rate of 
building which is transforming the appearance of whole sections of the city. 

In an inevitable bursting out at the seams, suburban areas are being dotted 
with office buildings of their own—and there is loud argument in the land 


over the relative merits of offices out in the clean green of the country and 


those in the smoggy but exciting uproar of the city. 


All this is sterling evidence of the health of the American office. When 
offices in this country began to expand at the beginning of this century, many 
businessmen joined with self-appointed prophets in decrying the new trend 
and declaring that if it were not stopped quickly productive enterprise would 
have saddled upon it a burden which would eventually pull everything to 
the ground. Few then saw clearly the modern concept of the office as a vital 
part of production, the place where the pace of production is set and the 
plans and policies for its guidance conceived and controlled. 

Office Management and its readers are looking into a new year of continu- 
ing office progress, not just in the buildings which house the office and the 
equipment which goes into them, but also in the ideas which are the basis 
of all successful office operation. 
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Where do we stand today on 


Automatic 


MANY ARTICLES are being published today about auto- 
matic accounting machines. If one excludes those whose 
authors have a vested interest in the so-called automatic 
office, he will find that the others lead him this way and 
that until he is lost in an avalanche of conjecture. If he 
delves into this subject enough he will feel like a man who, 
trapped beneath a giant waterfall, is faced with a three- 
horned dilemma; get used to the noise, go mad, or get out. 
The only practical choice in the discussion of office elec- 
tronics is to get used to the noise, try to figure out where 


it is coming from, and how significant the various overtones 
are. 


W. P. Livingston, 
assistant vice - presi- 
dent, Bankers Trust 
Company, New York, 
has tong been recog- 
nized as a leading 
authority on punch- 
ed card machine op- 
erations. This article 
is based on a speech 
he delivered recently 
before the Northeast 
Regional Conference 
of the Institute of 
Internal Auditors in 
Toronto. 


accounting machines 


by W. P. Livingston 


The noise is a mixed language. From a veritable electronic 
Tower of Babel come technical phrases, and coined words. 
All of them represent the start of a new science, the applica- 
tion of mathematics to the office routine. We must be careful 
to find out what the words mean if we want comprehension. 
There is always the danger that words mean one thing to 
one person and another thing to the next. 

The correct meaning of words in our electronic age is so 
important that to avoid having our imaginations scattered 
in all directions by such words as “magnetic,” “storage,” 
“flip-flop,” “automation,” “binary,” and “cybernetics,” we 
must keep tied at all times to a common anchor of mutual 
understanding. Perhaps some of the thoughts in this article 
will help us tie square knots instead of slip knots to this 
anchor. 

Coupled with the importance of knowing what words 
mean for a mutua! understanding, is the more difficult task 
of evaluating what they signify. 

A businessman said to me recently, “I would give any- 
thing to know what electronics wili bring to my field of 
business in the future, but I would give more to be sure 
that I am properly evaluating the little that I know now.” 

Let us, for the moment, pursue his thinking and draw 
off a statement of condition of the automatic office, as we 
know it today. 

We are continually startled at hearing the phrase “Office 
revolution.” Perhaps the reason for this is that those who 
are closely familiar with office practices and the needs of 
bookkeeping and accounting cannot mentally digest the 
concept of a revolution. We do not, however, feel startled 
at the possibility of an office evolution; an evolution that 
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gradually decreases the effort necessary to keep ahead ot 
the increasing volume of reports. 

We are puzzled by the statement that “the coming office 
revolution will rival the industrial revolution.” Perhaps the 
reason we are puzzled is because we say to ourselves: “the 
industrial revolution created a large amount of wealth by 
enabling people to produce a great deal more goods in fewer 
hours with less effort. But the purpose of our offices is not 
to create a large amount of wealth by more goods; the pur- 
pose is to assemble and report on facts as accurately, com- 
pletely, quickly, and cheaply as possible.” 

Of course we must not overlook the fact that new, fabu- 
lously fast tools of the office will soon enable us to do many 
things we have never done before. We can, for instance, 
employ them to make a great deal more use of mathe 
matics to establish procedures which will solve manage- 
ment’s complex problems. 

Dr. Hunter, of the International Business Machines Cor- 
poration, mentions such computations as very probable in 
the office of tomorrow, as supplying quick answers to these 
questions: What is the most efficient use of our manpower 
and machines? What is the most economic lot size for our 
production? What is the most economic inventory size? 

Insofar as electronics aids us in solving these perplexities, 
we are the gainer, but this is an addition to the office func- 
tion, not an office revolution. 

A specific example of difficulties faced in the office is 
found in the banking business. In this field the biggest 
single clerical job is that of processing che-ks. In the United 
States at the present time banks pay some eight billion 
checks annually. Each one is handled and rehandled about 
nine times with as many controls and proofs of dollar 
amount. But the clerical work involved is not similar, let 
us say, to the distribution of expense, or billing of customers 
from internal source records, It is certainly a long way 
from any problem of abstract mathematics. It is a hum 
drum problem; similar to the work of the Post Office— 
the handling, sorting, and delivery of mail. Even the book 
keeping does not go beyond “2 and 2 are 4.” If this exam- 
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One of the largest of 
the new electronic cal- 
culators is IBM's Elee- 
tronic Data Processing 
Machine. Composed of 
eleven units, the caleu- 
lator employs three dif- 
ferent electronic “mem- 
ory” devices: cathode 
ray tubes; magnetic 
drums; magnetic tapes. 
“Input” is accomplish- 
ed at the control unit 
where man is seated; 
“output” is performed 
by units at the right of 
the picture. 


ple is too much of the exception type, it will nevertheless 
serve fairly to highlight the point that fantastic speeds of 
arranging, collating, and computing figures, per se, are not 
the whole story of what goes on in the office. 

On the other hand, let us focus on those operations which 
start with internally controlled basic information, and wind 
up producing a computed answer, such as is evident in a 
procedure like utility billing. Here the automatic office is 
more than a hope; it will undoubtedly prove essential if we 
are to maintain our position in this competitive “one world,” 
and the need to do so will exert a heavy influence in speed: 
ing the office evolution. 

It is pretty well advertised that the problems of office 
machines using advanced electronics are those of input and 
output, There are several theories as to which methods of 
input or output will eventually lend themselves to complete 
standardization and subsequently be the best marriage to 
reliable day-by-day production, More time will be needed 
in the laboratories, followed by lengthy field tests, before 
mass production of the eventual units can take place. Should 
input be punched cards, mark-sensed cards, punched tape, 
or manually coded magnetic tape? How often can we use 
that prize of all inputs—the coded, machine-activating, 
source document? Should output be the flying typewriter, 
wire printing, or photography? And have the many carbon 
copies required been overlooked? 

One of the things we can do to help evaluate systems, 
as they become available or as they show up with flickering 
lights on the horizon, is to look right now at our present 
requirements through the spectacles of standardization, In 
any automatic office, from punched cards to magnetic tapes, 
complete standardization is and wil! be a cardinal principle. 
This fact already has exerted an influence and spread it so 
widely that the efficiency of all clerical work, no matter 
what the system, has benefited. 

Standardization requires analysis, and analysis raises ques- 
tions, and questions arouse thought. Thought may result 
in throwing out the whole operation as unnecessary; and 
that is the best way to conclude any methods study. 
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We must .. . look at requirements through the spectacles of standardization 


In an electronic standardization program there are three 
fundamental rules which must be meticulously followed: 

1. You must decide what you are trying to attain and 
then plot it step by step in exact detail. 

2. These steps must be so standardized that they can be 
coded in a way to activate a machine. 

3. The source information which will flow through the 
procedure steps must be coded so that it can activate a 
machine. 


We have purposely not used the word “electron.” in 


these three rules to make them sound more familiar. They 
are exactly what has to be done right now in a punched 
card system. The first two areas define “programming,” a 
term used both in punched card systems and in electronic 
systems, Today if you have trouble with your tabulator, 
a service engineer is apt to look at the panel board and 
say “your program is too complex.” Fifteen years ago he 
would have said “you've got too much stuff in the board.” 

Since these three basic fundamentals are to be with us 
for a good many years as the common denominator of both 
punched card systems and electronic systems, it is impor- 
tant for us to realize the significance of this by extending 
the policy of standardization more than ever to our tabu- 
lating work. We are on safe ground here since standardi- 
zation is the mother of efficiency and its need will become 
more and more critical as we evolve into the realm of mag- 
netic tapes and the complete electronic office. 

To be able to decide which is the better buy for his com- 
pany, the executive must be sure that whether he takes the 
punched card side or the magnetic tape side of the debate, 
he keeps an unbiased point of view in summing up the 
arguments, He must compare on an equal basis; he must 
have his punched card systems on the same level of ultra 
standardization as will be mandatory with magnetic tapes. 

The fact is that anything we can do tomorrow with high 
speed magnetic tapes, storage drums, and electronic brains 
in the nature of customary office work, we can do today 
with punched card equipment already available. The dif- 
ference is that magnetic tapes get there “firstest with the 
mostest.” But they may also get there with the costliest. 
Thus punched card systems will not necessarily tarnish and 
lose their gloss with age; but on the contrary, become more 
and more attractive for some time to come. 

As we move forward, then, through this evolution with 
the common denominator of completely standardized pro- 


cedures, it is important for us to keep up to date with what 
is available right now in the way of new mass-produced 
machinery which can be relied upon to perform year after 
year in the office. 

Most office executives are familiar with the standard 
punched card equipment that has been available for some 
time, and more or less familiar with the more recent 
machines. However, let us escape from the theoretical for 
a moment by reviewing some of the newest available equip- 
ment. 

In the last few years, automatic accounting machines have 
been improved by better key punches, calculators, and tabu- 
lators, the latter notably with the No. 407 of IBM. 

In the area of card reproduction which is so important to 
punched card systems, the new IBM No. 528 accumulating 
reproducer embodies the feature of an adding and subtract- 
ing machine with the ability to hold cards on the punch- 
ing side while passing them at 200 a minute through the 
reading side. We have here the possibility of high speed 
summarizing. 

IBM’s typewriter tape punch No. 884 and its companion 
converter No. 046 offer possibilities of automatic source 
material which may be as good a way as any for solving 
that input problem. Its delivery time is two and a half years. 

In the calculating field, IBM’s No. 604, which is elec- 
tronic, is now fairly well known, with some 2,000 in opera- 
tion. This has also been connected to a tabulator and a 
storage compartment to create the card-programmed cal- 
culator. 

IBM’s No. 607 calculator is an enlarged No. 604 and at 
its greatest capacity is capable of doing operations that 
might normally take two or three passes through the No. 604. 

IBM’s calculator No, 650 has a magnetic drum attached 
with a capacity running to 20,000 digits. This is perhaps 
the most recent step forward in our office evolution and 
strikingly enough illustrates the point of the cost of progress. 
The No. 650 rents for a price between $44,000 and $50,000 
a year with taxes in New York City. 

If one really wants co calculate in a big way, the IBM 
No. 701 is available at about $150,000 a year in New York, 
including services of three technicians, or Remington Rand’s 
Univac is being produced and sold at prices running around 
a million dollars. 

Many companies, notably IBM, Remington Rand, Under- 
wood, Burroughs, National Cash Register, Monroe Calcu- 
lator, R.C.A., and Raytheon, are experimenting with elec- 
tronic computers, high speed printers and various methods 
of electronic scanning. 

So far the laboratory trend in these super-electronic devices 
has pointed toward a centralized installation, This trend 
is established by the high cost of the equipment. In an 
office where complex work must flow on schedule, it 1s 
questionable whether there will ever be universal acceptance 
of the single central installation; more probably there will 
be a demand for several individual installations composed 
of standardized units, custom-assembled to perform specific 
functions. 

This brief review of newly available punched card ma- 
chinery covers a tremendous range of costs. On a rental 


(To page 83) 


January, 1954 


OFFICE MANAGEMENT 


2 ; ee ee = ed 
L a 
| 
+ fs eo 
- 
. & c ‘« oe = v aay 
| yt Va 
wr 
Al |) / Se) 
SCS lie 
oe  )) | | Wns i 
. TIT) (JIVLLTANANIIETI = 
fs iin * .. 
la) 
“ Pe fF 
: RT fe a i a ee : ee sa, a tae We. am | 
a Saal i a7. nt A ie oe “il B.S ae 


Fred L. Palmer, a partner in Earl Newsom and Company, who has already bought many 


originals, visualizes how “Facade at Night,” by Karl Zerbe, would look in his office. 
Painting at right is ““White Church” by Walter Meigs. 


They’re originals on office walls today as 


Art invades the office 


A GENERATION ago, the “decorations” ot the average 
office—if there were any at all—were usually encompassed 
in a photograph of the executive’s wife and children, per- 
haps a photograph of one of the company’s factories, and— 
in the case of some unorthodox pioneers—a few conven- 
tional prints. 

Today, the place of original contemporary art in the office 
is becoming so firmly established that the Downtown Gal- 
lery, one of New York City’s leading art galleries, recently 
held a two-week exhibition, “Art in the Office,” featuring a 
display of paintings and sculpture in an office setting, and 
now plans to add a permanent department: Works of Art 
for Offices. 

Moreover, Mrs. Edith Halpert, Downtown Gallery direc- 
tor reports, the “Art in the Office” exhibition was the most 
successful ever held by her gallery. 

Although Mrs. Halpert emphasizes that the selection of 
the type of art appropriate for an office is entirely a matter 
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of ‘the individual executive's taste—an opinion echoed by 
many of her businessmen customers interviewed at the ex- 
hibition who maintained that there is no line of demarca- 
tion between the paintings selected {or their homes and for 
their offices—the paintings chosen fo; the exhibition, while 
of a wide range and treatment, fell within certain definite 
patterns. 

Thus, Mrs. Halpert has found that street scenes or archi- 
tectural themes, even if abstractions, are generally popular 
for offices, because there is a feeling that they are “dignified,” 
and therefore perhaps more suitable for an office than a 
more personal theme. By the same taken, nudes are not 
often chosen for offices, although the interdict here applies 
only to paintings—sculpted nudes are perfectly acceptable. 

Thus, the exhibition featured in an office setting designed 
by Edward Wormley, designer for the Dunbar Furniture 
Company, a city scene, a construction water color, several 
skyscaper scenes, as well as abstractions. Paintings designed 
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Mr. Palmer and Mrs. Edith Halpert, gallery director, dis- 
cuss Robert Preusser’s “Refraction” at the exhibit 


Sculptured nudes sell well for office 


Office furniture in exhibit exemplified good design. D 
is by Dunbar Furniture Co.; chair by Do/More Chair Co. 


to appeal to the particular tastes or hobbies of individuals 
were also included: a realist treatment of a fishing hook by 
Georgia O'Keeffe, for instance, and a Stuart Davis still-life 
that includes a cigar and a detective story. Sculptures ranged 
from a small brass cat on the executive’s desk to a four-foot 
female nude in wood at the corner of the “office.” 

Mrs. Halpert emphasized that the selection was only a 
representation, however, and that no effort is made by the 
gallery to guide the tastes of its businessmen customers, As 
a matter of fact, one executive who called her, told her the 
specific sum he wished to spend on paintings, and asked her 
to select them for his office, was refused. 

“Paintings are a personal thing,” she explained. “No one 
else can pick them for you, or at least no one else should try. 
If a buyer doesn’t actually want a picture himself, he 
shouldn't buy it, simply because someone else assures him 
it’s good.” The gallery restricts itself to offering works by 
recognized contemporary artists (all the artists represented 
in the exhibition had had their works hung or displayed in 
at least one American museum) but the selection is always 
the customers’ responsibility. 

This attitude is not shortsighted from the business view- 
point of her gallery, either, Mrs. Halpert maintains, because 
“there is no such thing as a one-picture buyer.” Once a man 
or woman has bought a picture he’s chosen himself, he keeps 
on buying. Thus, many of her businessman customers have 
been buying from her now for ten years and more. 

There is no doubt that the motives impelling many busi- 
nessmen to start hanging paintings in their offices are strictly 
commercial, Mrs. Halpert concedes. They feel it gives them 
—and their offices— prestige to have an original by a well- 
known modern artist. They find that it helps to break the 
ice with visitors to their office, whether the visitor's reaction 

(To page 85) 
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Artist Ber Shahn hears a critique of one of his recent works, “Arch of Triumph,” by 
Mr. Palmer, who has bought several Shahn originals for his office. 


Executives’ reasons for buying 
original art for their offices are 
varied: most buy paintings and 
sculptures because they like 
them, and see no reason they 
should not enjoy them in their 
offices as well as in their homes. 
But there is no doubt the motives 
impelling many businessmen to 
start hanging paintings in their 
offices are strictly commercial 
. . » whatever the reasons, once 
they’ve bought one picture, they 
keep on buying. 


Another corner of the “well-dressed” ottice 
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More profit—less paper 


through work simplification 


By Joseph W. Lucas 
with the assistance of other members of the 
Department on Organization 
STANDARD OIL COMPANY OF CALIFORNIA 
San Francisco 20, California 


The Department on Organization of the Standard Oil Company of California is more 
than twenty years old. and has been a pioneer in organization planning, methods and 
manpower controls, wage and salary administration, and research in management practices. 


Conclusion 


AFTER the final report is submitted, the survey group, as 
a general rule, is no longer associated with the installation 
of recommendations although always available to advise and 
counsel as required. It is assumed that the department, 
company or unit surveyed will proceed to place in effect all 
recommendations, 

A follow-up of the progress being made toward manpower 
reductions and the effectiveness of manpower utilization is 
a good plan. This may be accomplished by any means 
which will afford a comparison of accomplishment with the 
plan as set forth in the Survey Report. In the example 
given Exhibit “O,” (Deccmber issue), a check column has 
been included, in which a check mark is inserted when the 
pertinent recommendations and manpower changes have 
been put into effect. 

Another example of follow-up is a report of manpower 
changes and the reasons therefor, as illustrated by the 
Monthly Manpower Report, Exhibit “P,” Part 1, page 31. 
A detailed statement of changes and how and why they 
were accomplished is presented for management's informa- 
tion and appropriate action, 

In companies having a centralized staff agency concerned 
with organization and manpower, as in Standard Oil Com- 
pany of California, a company-wide program of appraisal 
of manpower utilization will serve as an over-all follow-up. 
An outline of such a program is presented below. Its appli- 
cation, together with an analysis of accomplishment, with 
respect to a Sales Accounting organization is illustrated in 
Exhibit “P”, Parts 2 and 3, opposite page. 

Program: (Principal aspects of work to be done and 
schedule of installation, as apropriate): 

(1) Review and appraise the activities of departmental 
and subsidiary organization and cost control agencies, as to 
character, scope, and effectiveness, 

(2) In particular, review and appraise the soundness and 
adequacy of programs, practices, measurements, and sur- 
veys directed toward exercising control over workloads and 
manpower utilization. 


(3) Determine the extent to which manpower is con- 
trolled through current performance standards, attendance 
standards, and organization and manpower surveys. 


(4) Determine the scope, effectiveness, and frequency of 
the application of standards and surveys, making such on- 
the-ground observations and test-checks as may be necessary 
fur this purpose. 

(5) During the on-the-ground observations and _ test- 
checks, make appropriate recommendations to local manage- 
ment for improvements in manpower control. 

(6) From these observations and evaluations report to the 
responsible Managers and Officers, and to the President, the 
extent to which manpower utilization is under control. 
Recommend for each department and subsidiary further 
measures considered necessary to achieve or improve such 
controls. As an over-all objective for the year, propose or 
endorse for each unit a specific program of work to be done 
with appropriate provisions for timing, reporting, and 
follow-up. 

Once a month all department and subsidiary heads re- 
ceive a Manpower Report as shown in Exhibit “P”, Part 1, 
prepared by their respective organizations. The Department 
on Organization receives copies and prepares a summary 
for the entire Company for review by the President and 
other Officers, Officers direct necessary corrective action on 
a programmed basis. 

Once a quarter the Department on Organization receives 
a quarterly report of manpower and summary of activities 
from each department and subsidiary. The current quarterly 
figures are then placed on a trend chart as shown in Exhibit 
“Pp”, Part 2. These charts are released to the President and 
to Officers and department managers concerned. These 
charts depict the trend of manpower against indices of the 
volume of activity. 


Accountability for manpower control by the management 


is thus enforced, and areas for improvements are high- 
lighted. 


Reprinted by permission of the copyright owner. Copyright, 1953, Standard Oil Company of California. 
Single copies of this book will be supplied free by Standard Oil to persons who can use them, but a 
charge of $2.50 per copy will be made on orders for several copies from a single source. 
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MONTHLY MANPOWER REPORT 


Unit: 


month with same month of preceding year, itemized in the following categories: 


|. Change in VOLUME OF ACTIVITY a 
Manpower changes resulting directly from changes in volume of 
operations. 


Change + SUPPORTING STAFFS and SERVICES 


3. Change in TEMPORARY PROJECT a5 
Manpower changes resulting from approved temporary projects. 


4. Change in WORK CONTRACTED 
a. Work previously contracted naw performed by Company 


&. OTHER CAUSES c 


Tl. EXPLANATION of MANPOWER CHANGES: Concise explanation of each 
“tnpower change itemized above. 


(See Figure IIT - 14) 


tet decrease of 2. 


as recommendei in Survey Peport . 


TXT. DIST#iBuTHCh «Criginal to Officer in Charge. 


Month 
—_ et ——— = — _ ———_—= — —-—- 
I. AMALYS!S OF MANPOWER CHARGES: Comparison of Total Manpower including overtime for current 


Current mcnth__21 Preceding year 23. increase or (Decrease) _ (2) (9.5) 


labor. a! 
bd. Work previously cerformed by Company labor naw 
contracted. - = 
S. Change in RELIEF and OVERTIME mi 


To@itions of Ceneral Clerk eliminated as recommended in Survey Report. 
sition of General Clerk (Refinery) transferred to Refinery organization 


1 Foeition .f “elief Clerk-Office Examiner eliminated as recommended in 


1 poeiti f Special Clerk estebliehed as recommended in Survey Peport 
f Feed Cler«x estaolished as recommended in Survey Report. 


Cupl cate to Lepartment on Organization by 25th of following month. 


APPRAISAL OF SALES ACCOUNTING MANPOWER CONTROL METHODS 


ORGani ta. 
TrPEs OF ConTaoLs «=| "ETE Cewanct | Aes pie y rarcy |unconrimeo) “ecuee 

MANPOOTR 

Sutvivs 
TOTAL MANPOWER 957 60 180 7 100 1,304 
PERCENTAGE 73.5% St iat ot ™% 100% 


MANPOWER AND OPERATING STATISTICS 
PERCENTAGE OF INCREASE OR DECREASE (aT year END) 
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Exhibit P, Part 1 


serialization of Standard Oil 
Company of California’s signifi- 
cant contribution to the improve- 
ment and streamlining of admin- 
istrative, accounting, and clerical 
procedures. All techniques dis- 
cussed in the series are based on 
the actual experiences of the De- 
partment on Organization of 
Standard Oil of California. Of.- 
fice Management is privileged to 
have been allowed to present this 


material to its readers. 
The Editors 
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This instalment concludes the — 


Exhibit P, Part 2 


DEFINITIONS and EXAMPLES 


PERFORMANCE STARDAROS 


A measurement of the output which on average qualified eaployee or grows of eaployees can 
accomplish in a given period of time, and by which productivity is gauged and the numerical strength 
of the organization increased or decreased in direct ratio to varying workloads. 

Example: 

Retail Accounts Receivable Ledgerman. Under standards based upon number of retei! 
accounts receivable (7,500) which can be maintained per month per enployee. 


ATTENDARCE STARDAROS 


A seasurement of the numerical strength of the organization required te te present for 
supervision, to make adjustments in work assignments and to administer personne! activities and by 
which the numerical strength of the organization is increased or decreased in direct ratio te the 
need for coverage. 

Ervample: 

Office Manager, Under a standard based upon the necessity for continuous presence for 
Surervisren, 


CRGAWIZATION AND MANPOWER SURVEYS 


Activities or jets established or confirmed as the result of surveys. 
Example: 
Survey. & complete review of organization, manpower, setheds, procedures, and the 


validrty of performance standards and volume of activities of field accounting offices on @ Si- 
annual basis. 


POLICY 
Activities or jobs established, continued, or confirmed as « result of: 
4. Decisror of an Officer of Department Head. 
bd. Governmental! regulations, but not ciherwise necessary. 

franples 


Special Personne! Situation. instances where employees are retained in service because 
of itt ‘ealth or pending retirenent. 


Governmental Regulations. Employees engaged in accounting functions necessitated by 
Lo eenmental Controls. 


talOnt (emt oO 


Situetsons of which the aeans of contro! have not been resolved: coos sot iaply that joes 
are surples of unnecessary. 
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In Keller Tool’s 
remodeled offices 


“MAXIMUM FLEXIBILITY and smooth operation” were 
established as the overall operating aims of the Keller Tool 
Company by the company president some time ago, and this 
general working purpose has been translated in the steel and 
stone of Keller Tool’s recently modernized general offices in 
Grand Haven, Michigan. 

Flexibility within the new offices is assured by a minimum 
of solid partitions, a preponderance of portable unit offices— 
modular “Kordarooms,” which consist, basically, of an L- 
shaped desk with partitions attached, a mounted bookcase 
over the desk, and a file pedestal next to it. Each unit is thus 
a self-contained work environment, where all necessary 
working equipment is within arm’s reach. 


Semi-private modular units serve as work centers in general office, providing integrated and versatile 
working conditions for accountants, assistant sales managers, advertising and production personnel. 
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Executive offices have light grey walls, controlled lighting through vertical blinds 


Smooth operation is turther assured by the scrupulous pro- 
visions that have been made throughout the two-story build- 
ing for employee working comfort and efficiency. The entire 
office is air conditioned, while heat in ihe winter is supplied 
through thermostatically controlled recessed wall radiation. 
Acoustical ceilings in all offices keep noise controlled at all 
times. 

Keller Tool’s welcome to the visitor is a spacious reception 
room, in which the variegated brick exterior facade is con- 
tinued into the building. Window walls overlook the land- 
scaped driveway that leads to the entrance, and the general 
air of light and spaciousness is increased since the center of 
the room is clear: seats for visitors are placed against the 
window walls, and the blondwood reception desk is set at a 
receding angle against the wal!. Grey and black asphalt tile 
flooring in a bold and striking design adds to the clean, 
functional appearance of the room. 


Inside the building, asphalt tile in the same tones—grey —_—_ 
and black—but in a different marbleized pattern is used for 7 oe ; Stn 
the floors, in combination with warm light yellow and soft Private secretaries have L-shaped “Kordaroom” offices 
grey for all flat wall surfaces. Vertical fabric blinds at the 
windows permit daylight at the most advantageous angle to 
supplement the end-to-end fluorescent ceiling lighting used 
in all offices. 


The most striking thing about the office interiors, thoug’1, 
is the extensive use of the modular units, which have been 
supplied to all personnel except clerical workers, who use 
standard desks. Although all the modular “offices” employ 
standard units only, it has been possible, by different com- 
binations of these units, to create offices that meet the par- 
ticular needs of secretarial, professional, and executive work- 
ers. Thus, engineers and designers work in Kordarooms 
equipped with built-in drawing boards, which are standard 
Korda equipment; executive offices have blondwood and 
glass partitions, and feature a U-shaped executive desk which 
combines the attributes of a desk, a conference table, and 


wl 


(To page 86) Engineers’ units have built-in drawing boards 
January, 1954 OFFICE MANAGEMENT 
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Mechanizing Accounts Payable saves 
Diners’ Club $15,000 a year 


MANY BUSINESSMEN are plagued by unusually com:- 
plicated Accounts Payable problems, but we at the Diners’ 
Club really believe we have a particularly difficult situation 
to handle, All our work is handled on a machine now, 
and we have saved five people—which to us means $15,000 
a year—by mechanizing the job. The improvement in the 
system achieved by use of the machine has changed what 
was once a staggering work load to an efficient and rela- 
tively simple procedure. 

A word about the unusual nature of our business will 
help to explain what we were up against. The Diners’ Club 
was organized in 1950 as a service to executives, salesmen, 
and others who do considerable traveling during the year, 
for either business or pleasure. 

We issue a credit card to each of our members, at a 
charge of $5.00 a year for individuals, firms or families. (A 
member firm or family can have as many credit cards as 


e 


by Ralph E. Schneider 
President, the Diners’ Club 


needed, without additional charge.) This single credit card 
will be accepted by more than 3,000 restaurants, night clubs, 
hotels, auto retail agencies, florists and other services in the 
United States, Canada, Mexico and overseas, At the end 
of the month, the customer receives, from us, only one item- 
ized, accountant-verified statement reflecting all charges. 

The idea ha: grown rapidly: we now have offices in six- 
teen cities from coast to coast and abroad, in addition to 
our main office in the Empire State Building in New York. 
People who must keep records of spending for entertain: 
ment and travel find it easy to have us literally do it for 
them. Our membership already exceeds 100,000. 

But those 3,000 restaurants, hotels, night clubs and so 
forth send us more than two million dollars a month in 
charges—which creates no mean Accounts Payable problem. 
We have to prepare a voucher record (remittance advice) 
tor each of these vendors; we have to maintain a permanent 


More than 3,000 accounts are easily handled on one machine 
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Check, remittance advice and duplicate, 
accounts payable ledger record for each one; we have to keep 
separate totals on restaurant or other service charges, taxes 
and tips, our discount (which is the source of our income), 
and the net amount paid—for each vendor, on a daily, up-to- 
date basis. And we have to prepare a Voucher Register 
showing every entry made to vendors’ accounts. 

On one machine? Can't be done! But we are doing it, 
and without any strain whatever, on a single National Cash 
Register “Class 31” accounting machine, The whole job, 
as can be seen on the forms in the illustration, is done at 
one time. Remittance advice, vendor's ledger card (dupli- 
cate remittance advice), and Voucher Register are prepared 
simultaneously. The “31” automatically computes and prints 
balances to date for Restaurant or other service charges, 
Taxes and Tips, Discount, and Net Amount. The Voucher 
Register is automatically added as postings are made. 

But that isn’t all. We still have to write checks for all 
these vendors. This is done by the machine, too, The ma- 
chine writes the check, a duplicate of the check, shows the 
payment on the remittance advice and on the vendor’s 
ledger card, and prepares a check register, all at the same 
time. Checks are consecutively nunbered and dated auto- 
matically; accumulation of total checks is, needless to say, 
also automatic. 

We simply use another Voucher Register when writing 
checks, though we could of course use a formal check regis- 
ter instead. 

Perhaps it would be a good idea to explain all the work 
that used to be necessary when we were on a pen and ink 
system for a good comparison with our present set-up. But 
actually, the job was so overwhelming and we had so many 
headaches that no valid comparison is possible because the 
improvement has been so great. 

We look at it this way: for us to increase our net profit 
by $15,000 a year—which is about what we save through 
having installed the machine—we would have to increase 
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and voucher register are prepared together 


annual volume by more than a quarter of a million dollars. 
So we feel that it’s entirely worthwhile to spend a little time 
and effort investigating the possibility of savings in the of- 
fice. The fact is that a dollar saved in the office, and/or in 
the factory, if there is one, is worth twenty times or more 
as much as a dollar of increased sales, 


Once an accounting job reaches the point where it very 
definitely should be mechanized, there should be only one 
factor in deciding which kind of equipment to purchase, and 
that is: which one will do the job? The idea of buying such 
machinery on a price basis is, in our opinion, far from ad- 
visable. 

It cannot be denied that our NCR “Class 31” cost money, 
But it will repay its cost twenty-five times over during a ten- 
year period, And it not only does the job, but does it far 
more rapidly and efficiently than any equipment we've ever 
seen, 

Another factor is the ease with which such a machine can 
be operated. If an employee can run an adding machine, 
and can use a typewriter, even with one finger, she can run 
our accounting machine. All the adding, subtracting, tabu- 
lating, vertical spacing, balance figuring, journal accumula- 
tion, dating, carriage movement, carriage closing and open- 
ing and so forth is done for her by the machine. If she makes 
a mistake, the machine tells her so, by printing the amount 
of the error—instead of zeros—in the proof column at the 
extreme right of the voucher register. She then corrects it 
by using a single “reverse” key, no matter where the mistake 
occurred. Names and addresses, and description of any kind 
are typed in on the machine's electric typewriter with the 
greatest of case. 

What about our more than 100,000 customers’ accounts? 
There's a job! Yes, it is, and we're going into that little mat- 
ter right now. We'll always spend a dollar, to make twenty- 
hive. 
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Wood executive desk is dual-purpose; 


with sides raised, it becomes conference table 


This month: accent on office furniture 


A NATIONAL program aimed at improving the quality 
of business education in American schools and colleges is 
being launched by the National Office Furniture Association 
during National Office Furniture Week, January 17-23. 

A “salute to the business leaders of tomorrow” is the 
theme, and events during the week will stress the vital im- 
portance of the young men and women now attending high 
school and college to the future of American business, High- 
lights of the week will include open house ceremonies in 


Office executives inter- 
ested in obtaining more 
details about National 
Office Furniture Week 
should oddress requests 
to National Office Farn- 
iture Association, 327 
S. LaSalle St., Chicago 


NOFA member stores across the country where “Business 
Leaders of Today Meet the Business Leaders of Tomorrow,” 
and distribution to business students of NOFA Looks to 
Your Future, a booklet which describes the techniques of 
getting a job and serving an employer satisfactorily. 

Participating stores will employ students on a part-time 
basis as a preliminary to a student employment program. 
Member stores in each community will also place exhibits 
of well-planned office layouts and the newest in office equip- 
ment in the commercial departments of local schools, and 
sponsor special assemblies for business students at which 
leading local business men will present general business and 
vocational information. 

Local NOFA stores will also conduct contests among the 
students for posters dramatizing the week, and mock-ups of 
office layouts, as well as an essay contest in which prizes 
will be given for the best essay prepared by a man on the 
subject “Ten Commandments for the Young Man Begin- 
ning His Business Career,” and the best essay written by 
a woman on the theme, “Ten Commandments for the Ideal 
Secretary.” 

In announcing plans for National Office Furniture Week, 
which will inaugurate the association's long range plan for 
aid to business education, John R. Gray, NOFA executive 
director, declared: 
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Secretarial desks in ‘Office of Tomorrow” exhibit feature receptacles for every item 


“The need tor new blood—for young people with sound 
business training and a potential development—is a need 
facing every business organization in the country. Train- 
ing these young people for careers is a responsibility which 
industry must share with education, Our association, rep- 
resenting hundreds of office furniture dealers and manu- 
facturers throughout the country, recognizes the responsi- 
bility and has developed a program that has real benefits 
for schools, students, and business in general.” 

Pointing out that the business leaders of tomorrow are 
training in school today, but that business men have for 
some years been critical of the “initial performance of high 
school, business school, college graduates, when they enter 
upon their business careers,’ NOFA spokesmen declared, 
in presenting plans for their long range program, that they 
were certain their “constructive program of contribution to 
the fieid of business education will pay dividends to each 
individual dealer . . . to his community . . . to the office 
furniture industry . . . to business in general.” 

In another development in the office furniture held, The 
Wood Office Furniture Institute has followed up its ex- 
tremely successful Certified Office Planning Service (de 
scribed in May Office Management) with sponsorship of a 
display of newly-<designed wooden office furniture in Chi- 
cago’s Museum of Science and Industry. The furniture in 
the “Office of Tomorrow” exhibit was designed by Henry 
Glass, former president of the Industrial Designers Institute, 
and is part of a new, permanent $350,000 Hardwoods Ex- 
hibit. 

Stressing the beauty, individuality, and variety available 
with furniture made of hardwood, the exhibit represents 
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the contributions and planning of more than 250 firms in 
the hardwood industry. The new furniture designs created 
by Mr. Glass are displayed in both a reception-general of- 
fice section exhibit, and in a luxurious combination execu: 
tive office-conference room display at the Museum, 

Unusual features of the new desks designed by Mr. Glass 
include built-in bins in the center of the working surface, 
which may be tipped up when the supplies or papers they 
contain are needed, and then returned to a position flush 
with the desk surface, Secretarial desks have special recep 
tacles for every desk item, and incorporate such extras as 
a flip-up holder for the shorthand pad. The executive desk 
shown has drop-leaf sides which may be raised to transform 
the desk into a conference table accommodating ten people. 

In discussing the new ideas incorporated in his desks, 
Mr. Glass declared that design will have to adapt itself to 
the continuing demand for greater usefulness. His innova: 
tions, he said, “are not gadgets or luxuries, but bare neces- 
sities brought about by contemporary office management 
and procedures. They will sooa become as accepted standards 
as the refrigerator in the American kitchen.” 

“Rift oak” is the wood used for the secretarial desks in 
the Chicago exhibit, and “Enchanted walnut” for the ex- 
ecutive desks. Pictures and diagrams showing the way in 
which the executive desk functions are revealed to visitors 
by a series of sliding panels in the rear wall of the exhibit, 
which the visitors may operate by pushbutton controls. In 
an actual office, these panels would be used to display charts 
and maps. 

Visitors may also, by pressing a second button set in the 
exhibit railing, see a working demonstration of the many 
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Another example of the striking new designs available in wood office furniture is given 


by these stock modular units made by Lehigh Furniture Corporation 


Executives whose com- 
panies have moved into new 
offices during the past six 
months, or plan to move 
into new offices in coming 
months, are urged to send 
details of the new offices to 
Office Management for 
news coverage in this maga- 
zine, with particular em- 
phasis on features of the 
offices which are considered 


unusual or unique. 


unique features of the new desk, which has been equipped 
with electrical controls that will tilt the desk-top bins and 
raise the drop-leaf sides. 

On the secretarial side of the “office,” translites on the 
wall are used to suggest some of the advantages of wood 
furniture for the office. The translites emphasize wood’s 
beauty and durability, as well as the fact that wood office 
furniture is available in a variety of styles, finishes, and 
price ranges, to meet almost every office need and budget. 


Executive desk in “Office of Tomorrow” has built-in sur- ’ 
face bins (shown here tilted) for all supplies. 
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Y This spirit process machine will 
print gummed labels, tags, and cards 
in five colors at a rate of 100 a min- 
ute, according to its manufacturer, the 
Duplicopy Co., 224 W. Illinois St., 
Chicago 10, Ill. No stencils, inks, or 
gelatin are required. 


Y Cole’s “Desk Companion,” model 
No. 20X, contains a secret vault and 
a ball bearing letter file drawer, both 
of which are protected by a locked 
outer door. The manufacturer is the 
Cole Stee] Equipment Co., 285 Madi- 
son Ave., New York 17, N. Y. 


> The Hild vacuum machine model 
215 is designed specifically for heavy- 
duty dry clean-up work. It has a % 
H.P. vacuum motor and is said to be 
especially easy to handle. It can be 
fitted with numerous attachments, It 
is made by the Hild Floor Machine 
Co., 740 W. Washington Blvd., Chi- 
cago 6, Ill. 
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Y The “Show-Where” indicator is de- 
signed to show where a business man 
has gone when he is not at his desk. 
Space is provided on both sides to 
write in the names of 36 offices or 
locations and their phone numbers. 
These are numbered, and the dial can 
be set to show the corresponding num- 
ber. The device is made by L. P. 
Bradley, Jr., 2328 Rockdale Ave., Nor- 
mandy 21, Mo. 
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Electric machines have now joined 
the manual models in the line of add- 
ing-calculators manufactured by Plus 
Computing Machines, Inc., 5 Beek- 
man St., New York 38, N. Y. Two 
models are offered, the one shown, 
which has a 9/10 capacity, and an- 
other, of 12/13 capacity. The two 
units weigh 1814 and 22, pounds, re- 
spectively. 


Y This automatic graphotype machine 
is one of six new business machines 
recently introduced by the Addresso- 
graph-Multigraph Corp., 1200 Babbitt 
Rd., Cleveland 17, Ohio. The machine 
is controlled entirely by perforated 
tape of a sort which can be produced 
on a teletype tape perforator or on a 
Flexowriter. The machine is used to 
emboss Addressograph plates. It does 


not require manual keyboard opera- 
tion. 
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New for the Office 


(Continued ) 


AN ALL-WHITE RUBBER FLOOR 
MATTING has been perfected by the 
Boston Woven Hose & Rubber Co., 
P. O. Box 1071, Boston 3, Mass. It is a 
corrugated rubber floor matting known 
as “Nu-Tread Alpine White” and the 
company believes it is the first success- 
ful attempt to produce a white rubber 
tile of uniform color. It is made of Y%- 
inch thickness in widths ranging from 
24 to 72 inches. Koll lengths range 
from 20 to 60 yards. 


A VERTICAL CHECK SORTER is 
now being marketed by the Cler-Aid 
Publishing Co., 3048 26th St., Meri- 
dian, Miss. Called the Cler-Aid 
“Chek-Sortr,” it is a rack with upright 
prongs which permit checks to be 
sorted without the necessity of laying 
them flat on a desk or table. A prin- 
cipal virtue of this arrangement is that 
it requires considerably less space than 
methods in which checks are sorted 
into flat piles. It occupies only a few 
square inches of desk space, The 
Chek-Sortr will accommodate 150 
checks sorted into groups of 10, or 300 
checks sorted into groups of 20. It can 
be folded flat for storage. 
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for firgt six mpnths of} 1954 


cember 1952. 
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Sept. 11,027 
Oct. 11,604 
Nov 12,010 


@ From A.B.C, rr 
for six months periods 
ending June and De- 


Subject to A. 8.C, 
Audit tor six months 
panes ending Dec. 


Specialized office systems and equipment 
editorials attract top executive PAID sub- 


In steadily increasing numbers, more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on office systems, services, 
supplies and equipment. That's why they pay subscrip- 
tion fees to OFFICE MANAGEMENT—the only A.B.C. 
audited voluntarily paid publication edited exclusively 
for executives concerned with office operations and 
efficiency. 


© 1952 July 9499 
Aug. 8494 seribers 
Sept. 8555 
Oct. 9154 
Nov. 9244 
Dec. 9427 

1953 January 9303 
Feb. 9248 
March 9604 
April 10,023 
May 10,211 


MANUFACTURERS: 
OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. They are alert to new procedures, 
and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ing authority—start your schedule next month. 


Set copy, Ist of preceding month 
CLOSING DATES: Complete plates, 5th of preceding 


month. 


@: OFFICE MANAGEMENT ‘(): 


The Magazine for Management Executives 
New York 10, N. Y. 


212 Fifth Avenue 
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A HORIZONTAL DESK TRAY 
called the “Build-Up” is now offered 
by The Sengbusch Self-Closing Ink- 
stand Co., 2222 W. Clybourn St., Mil- 
waukee 3, Wis. As shown, it has three 
trays, but these can be separated; one, 
two, three, or more can easily be fitted 


together as required. The trays are of 
heavy gauge steel and have rubber feet. 
Legal and letter sizes are offered. 


COILED MICROPHONE CORDS 
are now being offered as optional 
equipment on the new Dictaphone 
Time-Master dictating machine. The 
retractile cords are known as “Koiled 
Kords” and are made by Koiled Kords, 
Inc., New Haven 14, Conn. The cords 
are jacketed in neoprene and can be 
extended to approximately six times 
their retracted length. Each cord fits 
easily into the Time-Saver case without 
having to be looped or doubled. 


A MAGAZINE RACK for the display 
of popular size magazines and period- 
icals is now offered by Halverson Spe- 


cialty Sales, 1219 W. Chestnut St., 
Chicago 22, Ill. The rack is of steel 
construction, 36 inches high, 2714 
inches wide, and 15 inches deep. The 
rack is finished in grey enamel. 
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4 This 24-hole hand punch is an im- 
proved model, easily operated by a 
single-handle lever which turns an 
eccentric shaft. It can punch nine 
sheets of standard office stationery at 
once. The maker is The Fred Goat 
Co., Inc., 314 Dean St., Brooklyn 17. 


4 The “Margin Minder,” manufac- 
tured by the Margin Minder Co., Suite 
404, Subway Terminal Bldg., Los An- 
geles 13, Cal., is used to provide the 
typist with a guide to the number of 
lines left on the page. It also serves 
to prevent the carbon copies from 
“fanning out” in the typewriter. 
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> This magnifying glass is designed to 
rest on the paper being read. It is 
self-focusing and provides magnifica 
tion to double size. The rectangular 
shape permits seeing an entire line at 
a glance. It is made in various lengths 
by the J. B. Sebrell Corp., 300 S$. Los 
Angeles St., Los Angeles 13, Cal. 


4 This steel folding chair is made by 
Lyon Metal Products, Inc., Aurora, Ill. 
A feature of the new model is its 
three-quarter-inch Goodyear Air-Foam 
seat pad, which is covered with a dur- 
able uphols:ery ef a Sienna brown 
color. The frame and back are of 
enameled steel; the colors available are 
walnut and taupe. The back is curved 
to provide proper body support, and 
the seat is wide and deep. The chair is 
equipped with live rubber feet to pre- 
vent slipping and to protect floors. 
The chair is available with either of 
two seat heights: 17 inches or 18 
inches. 
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q The Swivelier Co., Inc., 43 34th St, 
Brooklyn 32, N. Y., has brought out 
a new line of 17 universally adjustable 
fluorescent and incandescent lamps, 
known as “Dextra-Lites.” A “Turn 
Tension Control” on these units is de- 
signed to permit the user to “dial” the 
exact degree of tension required in 
adjusting the light. Incandescent 
models have “Coolite” lamps to pre- 
vent burns from hot shades. 
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& The newest Ozo-Dry electric hand 
dryer is also a deodorizer. The unit 
operates on AC and has a timer that 
shuts it off automatically after one 
minute. It is offered by the Ozo Sales 
Corp., P.O. Box 141, 
Conn. 


New Haven, 


Y A foot warmer small and light 
enough to be moved easily from desk 
to desk is now being offered by the 
Interstate Rubber Products Corp., 908 
Avila St., Los Angeles 12, Cal. It is 
called the “Electro-Mat,” and uses 
about as much power as a 100-watt 
light bulb. It measures 14 inches by 


21 inches. 
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4 To simplify determination of tax 
deductions in making up payrolls, the 
Graphic Calculator Co., 633 S. Plym- 
outh Court, Chicago 5, Ill., has de- 
veloped this “Wage-Master One-De- 
duction Tax Finding Board” from 
which combined 1954 withholding tax 
and FICA deductions can be read off 
without calculation, 


Y Designed to “go well with blondes, 
brunettes, or redheads,” this new re- 
ception desk is now marketed by the 
Royal Metal Mfg. Co., 175 N. Michi- 
gan Ave., Chicago 1, Ill. The desk is 
of bonderized heavy gauge steel, fin- 
ished in solid or two-tone plastelle 
enamel with a choice of all-metal or 
Formica top. 


Y This “Waterfall Decollator” is a 
new device for the separation of con- 
tinuous multiple-part forms. It is man- 
ufagtured by Moore Business Forms, 
Inc., 900 Buffalo Ave., Niagara Falls, 
N. Y. The maker states that it will 
separate up to 500 feet of forms a 
minute, and that it can operate at still 
faster rates when used on forms folded 
in -G-inch or 8'4-inch packs. It can 
take up to 17-inch depths. The car- 
bons are removed from the forms and 
the form parts are separated and 
stacked for immediate use. 


4 The first commercial room air con- 
ditioners offered by the Perfection 
Stove Co., 7609 Platt Ave., Cleveland 
4, Ohio, are air-cooled units that re- 
quire no plumbing or extra wiring. 
The entire unit can be slipped into a 
weather cabinet inside the window 
line. ¥ 


> “Plate type” casters for office furni- 
ture have now been developed by The 
Colson Corp., Eyria, Ohio. These 
casters have rubber wheels with round- 
ed edges and ball bearing swivel ac- 
tion. Extra screw holes até provided. 
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& This fire-resistant money chest and 
record container is built into a heavy 
steel-clad concrete block designed to 
be too heavy for burglars to cart away. 
It was developed by The Mosler Safe 
Co., Hamilton, Ohio. Each compart- 
ment has a “Counter-Spy” combina- 
tion lock. 


‘a 
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> A new daily log book for bus and 
truck drivers has been designed and 
produced by the Nebraska Salesbook 
Co., 21st St. on Y, Lincoln 1, Neb., to 
supply more information to dispatch- 
ers than was possible with previous 
forms. Called “Kopy-Rite,” it is iden- 
tified as No. BMC 59K. It is sold both 
by the manufacturer and by the Car- 
bonized Paper Co., 1000 No. 21st St., 
Lincoln 1, Neb. 


4 The new model 20 posture chair 
now offered by the Do/More Chair 
Co., Inc., Elkhart, Ind., has adjust- 
ment controls that are almost com- 
pletely hidden, so that the chair lines 
remain unbroken. 


Kopryr- 
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©Y This fire-proof desk is new in the 
line of office furniture manufactured 
by The Shaw-Walker Co., Muskegon, 
Mich. The left pedestal is a two- 
drawer “Fire-File” which has S$.M. 
N.A. Shaw-Walker Certified Protec- 
tion and Underwriters Labels. It is 
equipped with a signal plunger key 
lock or with a combination lock, as 
desired. The desk is designed espe- 
cially for the use of personne! who 
work regularly with irreplaceable rec- 
ords. It has a rimless roll-edge top. 
The covering material is linoleum of a 
tan color. The company considers it 
to be a “most comfortable working 
surface.” The desk is designed for 
general and small business office use. 
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& This is one of two new filing cabi- 
nets which have recently been intro 
duced by Diebold, Inc., Canton 2, 
Ohio, to house that company’s “Tza- 
Dex Vertical-Visible” record systems. 
The new units have made possible 
price reductions of from one-third to 
one-half, through simplification of de- 
sign and production. The cards used 
with these units have three visible 
margins, one horizontal, one vertical, 
and the other diagonal. Shown here 
is the one-tier cabinet. The other of 
the two new models is a twortier cabi- 
net which has a housing capacity 
twice that of the one-tier model. 
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Y Fiberglas construction is a special 
feature of the 1954 room cooler manu- 
factured by the United States Air Con- 
ditioning Corp., 3300 Como Ave., S.E., 
Minneapolis 14, Minn. This construc- 
tion is designed to eliminate rust and 
corrosion, minimize condensation on 
the outside of the equipment, provide 
better sound and thermal insulation, 
reduce the danger of scuffing or dent- 
ing, in addition to resulting in lighter 
weight. Models are available in sev- 
eral sizes, 


4 The Harrison Stee! Cabinet Co., 
4718 W. Fifth Ave., Chicago 44, IIL, 
has added this single pedestal 45 by 
30-inch desk to its “Continental” line. 
It has a cradle suspension file drawer, 
a sliding reference shelf, and adjust- 
able height. 


> This Telex “Monoset” is an under- 
the-chin headset of Tenite, equipped 
with a volume control. Telex, Inc., 
Telex Park, St. Paul, Minn., the man- 
ufacturer, claims comfort, fidelity, and 
adaptability to many uses, including 
stenography. 
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& The “Form Flow Carbomatic Regis- 
ter,” recently introduced by The 
Standard Register Dayton 1, 
Ohio, is an all-electric register which, 
says the company, permits handwritten 
records to be made at business ma- 
chine speed. The carbon paper is auto- 
matically advanced each time a set of 
forms is used, to prevent overuse of 
the carbon. The end of a roll of car- 
bon is automatically signaled. 


Co., 


p At the right is one unit of the No. 
600 “Zimphone,” an intercommunica- 
tion telephone set offered by the Vint- 
age Products Co., 1320 S. Grand Blvd., 
St. Louis 4, Mo. The earpieces are 
sound powered, while the mouthpieces 
use battery boosted carbon microphone 
sound transmission. Calls are signaled 
by a buzzer, and wall brackets are 
provided to hang the phones when 
they are not in use. 
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4 The “Dri-Rite” aluminum brush 
pen is made by the Lockwood Co., 
342 Boston Post Rd., Milford, Conn. 
The manufacturer states that it is de- 
signed to write clearly, boldly, and 
permanently on paper, wood, metal, 
glass, leather, cellophane, burlap, and 
other surfaces. It has a felt nib that re- 
mains in continuous contact with a 
specially-formed felt ink-holder in the 
tube. Extra nibs are available in five 
styles: round, chisel, flat, pointed, and 
double. Lockwood also makes ink in 
all colors, and in containers of various 
sizes. 


& “Dri-Stat” dry process photocopying 
equipment has recently been marketed 
by Peerless Photo Products, Inc., 
Shoreham, Long Island, N. Y. It 
copies letters, pages of books, manu- 
scripts, and other material in less than 
a minute, according to the company. 
Shown is the Dri-Stat flat-bed printer, 
which occupies less space than a type- 
writer. One movement closes the 
printer, turns on the light, and ex- 
poses the paper. 
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Tools of the Office 


Executive Furniture 
Supply Cabinets 


Manufacturers’ List on Page 77 


WD 
cad 


eo 


o. 395 Revolving chair 


Scerbo’s N 


Executive Desks 


All-Steel Equipment Ine. 

The All-Steel line of desks is repre- 
sented by the model No. 6677 double 
pedestal executive desk pictured on 
page 58. 

Description. This desk has a broad 
top measuring 76 by 36 inches. The 
top itself is covered with either non- 
glare linoleum or vinyl. 

The pedestals and island bases are 
tapered to provide maximum foot com- 
fort. 

The drawers are interchangeable. 
The letter drawers are mounted on full 
suspension slides, and the box drawer . 
is notable for its 26%-inch depth. In Mate ehee Pusninere Con's seer Bias. Sree 

, addition, the desk is equipped with 
two “pop-out” dictation shelves, 

The desk is offered in ASE dawn 
grey, mist green, and green and tan 
finishes. The linoleum tops are chosen 
to harmonize. The finish is bonder- 
ized. 

Delivery. Current. 


Alma Desk Co. 

A new line of executive desks known 
as the “Management” 1800 series has 
been brought out by the Alma Desk 
Co. The senior executive conference 
desk No. 1866-86F4 is illustrated on 
the following page. 

Description. This is a large desk 
with four drawers on either side, in ad- 
dition to the wide center drawer. The 
top measures 86 by 45 inches. 

All exposed surfaces are of Amer 
ican walnut. The vertical grain drawer 
fronts are matched, the top edges are 
veneered and the pulls are of solid cast 
brass. 


Herman Miller modular group 
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The desk height is adjustable. Other 
features include “Densified” knee space 
posts and a paracentric lock which the 
company describes as “tamper proof.” 

This desk is also available with a 
conventional top without overhang. 


Art Metal Construction Co. 

The New Century line of desks was 
introduced earlier this year by the Art 
Metal Construction Co. Of the 53 
models in the new line, the executive 
desk No. 18078FB-40, largest desk is 
the series, is pictured on page 55. 


Description. The wide variety of 
New Century models permits the se- 
lection of drawer arrangements to suit 
individual needs. For example, the 
position of the standard box drawer 
and the vertical file drawer can be re- 
versed, or two standard box drawers 
may be substituted for a vertical file 
drawer. 

The model shown is a double ped- 
estal type, with each pedestal a com- 
plete unit, welded and reinforced for 
durability. 

Each convenience drawer is equipped 

Corry-Jamestown No. 3576 “Steel Age” desk with a transparent plastic shelf, for use 
in filing papers requiring frequent ref- 
erence. The box drawers are mounted 
on a slide suspension and the vertical 
file drawers have a side arm roller sus- 
pension. 

The desk height is a standard 29 
inches, but an optional height of 304 
inches may be ordered. 

The standard desk finish is grey, but 
other colors, including grained finishes, 
are available. The steel top is covered 
with non-glare Artolin, and the edges 
are molded with protective aluminum 


stripping. 


Orna Metal “Stratoliner” desk 


Berger Mfg. Division, 
Republic Steel Corp. 

The Berger executive desk shown on 
page 55 is the model No. 5078. This 
is one o; the 5000 Series of executive 
conference stee). desks. 

Description, The top of this desk has 
an overhang of nine inches on each of 
three sides for the purpose of making 
it convenient for desk-side conferences. 
This top has a finish designed to re- 
duce eye fatigue. 

Among other features of this model 
are its adjustable height and a selective 
locking system which permits the indi- 
vidual locking of all drawers. 

Price. $235 in Zone 1. 


Columbia Steel model DP60 desk Delivery. From inventory. 
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Globe-Wernicke “Techniplan’ executive unit 


Browne-Morse Co. 

The line of steel executive desks 
manufactured by Browne-Morse is illus- 
trated below by a photograph of the 
model 3060. 

Description. Among the features of 
this desk are its combination ball bear- 
ing and nylon glide mounting for the 
storage drawers and the Browne-Morse 
“Glider” suspension arm for the file 
drawer. Each of the suspension arms 
is equipped with six ball bearings trav- 
eling in contoured roller forms. This 
arrangement, the manufacturer states, 
allows the drawer to be operated easily 
while carrying an extremely heavy load. 

The desk is of steel construction, and 
it is provided with a plastic top. The 
top measures 60 by 30 inches. Other 
models are available with tops measur- 
ing 65 by 30, 60 by 35, 65 by 35, 70 
by 35 and 80 by 40 inches. 

The desk height is adjustable from 
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General Fireproofing No. 1780F “Mode-Maker” desk 


29Y inches to 304, inches, 
Prices, Of the model shown, $159.60. 

The prices of models with larger tops 

range from $180.30 to approximately 

$243.75. 

Delivery. Immediate. 


Carlton-Surrey Ine. 

Carlton-Surrey's model 1004 Carlton- 
Brooke desk is shown above. 

Description. ‘This executive desk is 
of a curved design; according to the 
manufacturer it occupies about the 
same space as a rectangular 76-inch 
desk. With its overhanging top, it is 
designed to serve also as a conference 
table seating six persons. 

The desk is available in walnut or in 
mahogany, but other woods may be 
ordered. The top may be had in either 
wood or leather. 

Price. About $1,000, varying with 
the wood ordered, and with the addi- 
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Carlton-Surrey No. 1004 “Carlton-Brooke” 


Browne-Morse model 3060 executive desk 


es 


tion of such special features as the 
leather top. 

Delivery. Thirty to ninety days, de- 
pending on the stock in hand. 


Cole Steel Equipment Co., Inc. 

Cole Steel’s model T52-102 desk ap- 
pears in a picture on the next page. 

Description. This model has three 
letter-size drawers and a safe compart- 
ment, The drawers are supported on 
ball bearing suspension slides and are 
equipped with spring compressors. 
The center drawer has a built-in steel 
tray for clips, pens, and pencils. 

The safe compartment is equipped 
with lock and key for the safekeeping 
of valuable papers. The desk is 31 


inches high, 56'4 inches wide, and 31 
inches deep. 

Other desks in the Cole steel line are 
available with four letter-size drawers, 
or with two letter-size drawers and a 
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Indiana Desk Co. model 1513'% 


Lehigh Desk Co. model 476F 


large sale compartment secured by 
combination lock. 

These desks are finished in grey or 
green. At extra cost, they may be had 
with walnut or mahogany finishes. 

Prices. Of the model T51-102, illus 
trated, $152. Of the model T2-1002. 
with four drawers, $158, and of the 
model T26-102, with two drawers and 
a large safe compartment, $162.50. 
These prices are for models in grey or 
green finish. The grained finishes cost 
an additional $26. 


Columbia Steel Equipment Co. 

Columbia’s line of executive desks 
includes the double pedestal model 
DP60, ‘which is shown on page 48. 

Description, Model DP60 is referred 
to by the manufacturer as its “most 
popular size of double pedestal flat top 
desk.” The top measures 60 inches by 
30 inches. 

The desk contains two card drawers, 
two storage drawers, and one letter 
drawer, in addition to the wide center 
drawer. The letter drawer is mounted © 
on heavy-duty progressive suspension 
slides. The desk also has two reference 
shelves. 

The standard finishes for this mode! 
are grey, olive green, sea-mist green, 
Samoa beige, mahogany, and walnut. 
The desk-top is of linoleum. 

The desk has provisions for electrical 
wiring. Other features are adjustability 
of height and central lock control. 

Columbia also manufactures a variety 
of other executive desks, including 
models with overhanging top for con- 
ference use. 

Price. Of the model DP60, illustrat- 


ed, $153, in eastern Zone 1. 


Corry-Jamestown Mfg. Corp. 
Corry-Jamestown’s “Steel Age” line 
of desks includes a new “Conference” 
group consisting of nine overhang 
desks and two overhang tables. Model 
No. 3576 is pictured on page 48. 

Description, This desk is of the 
double pedestal type with an eight-inch 
overhang on three sides to adapt it to 
conference work. The top measures 
76 inches in width by 40 inches in 
depth. 

The desk is of steel and has a wide 
center drawer, two reference shelves, 
three storage drawers, and a letter 
drawer. 

Model 3576 is adjustable in height 
from 29 inches to 30% inches. 

Delivery. No delay. 
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The General Fireproofing Co. 

General Fireproofing’s desk line in- 
cludes 35 models. Of these, the No. 
1780 F Mode-Maker executive model is 
pictured on page 49. 


Description. A feature of this model 
is the sound insulation of the pedestals 
to reduce office noise. 

The desk, which is of steel, has an 
overhanging top covered with vel- 
voleum or, if desired, with Textolite. 
The drawer pulls are recessed to elimi- 
nate all projections, and all edges and 
corners have been rounded. 

The model shown has an overall 
width of 80 inches, a depth of 42 
inches, and a height of either 29 inches 
or 30, inches. } 

Prices. Of model 1780 F, illustrated, 
$421 in Zone 1. Other executive desks 
in the series range from $276.50 to $421 
in Zone 1. 

Delivery. Within 30 days on most 
models. 


The Globe-Wernicke Co. 


In addition to its line of executive 
desks, Globe-Wernicke markets a series 
of “Techniplan” modular units, of 
which the executive unit is illustrated 


on page 49, 


Description. This unit has a desk 
top measuring 66 inches in width by 36 
inches in depth. Its overhang is de- 
signed for the convenience of conferees 
seated around the desk. 

In the illustration, this top has been 
combined with a 33-inch auxiliary desk 
top. Auxiliary desk tops of 30-inch and 
18-inch depths are also available. File 
and drawer space is provided by hori- 
zontal filing sections under the auxili- 
ary top. Both the desk and auxiliary 
tops are covered with linoleum, and a 
white metal trim strip is provided 
around the edges. 

Techniplan executive units are avail- 
able in grey, green, grained walnut, and 
grained mahogany. 

Globe-Wernicke’s line of conven- 
tional-style desks is known as the 
“Streamliner” series. A typical model 
has a 76-inch by 38-inch top with an 
eight-inch overhang on three sides. 

The standard drawer arrangement of 
Streamliner desks provides for three 
box drawers in the left pedestal, and a 
box drawer and a filing drawer in the 
right. The latter may be replaced by 
two additional box drawers. 

Desks of this series are adjustable in 


Tools of the Office 


height from 29 inches to 30'% inches, 
and screw glides may be used to level 
the desk on uneven floors. Streamliner 
desks may be had in copper tan and sea 
green, as well as in the colors listed 
above for Techniplan units. 


Harrison Steel Cabinet Co. 

Harrison’s “Continental” executive 
desk appears in a photograph on page 
60. 

Description, This desk has a top 
measuring 60 inches in width by 30 
inches in depth. It rests on removable 
islands which are equipped with ad- 
justable glides; the desk height can be 
varied from 29 to 30 inches, 

The Continental executive desk has a 
center drawer equipped with a conve- 
nience tray. The file drawer is pro 
vided with full cradle suspension, the 
other drawers with nylon rollers. 

In addition, the desk has two refer- 
ence shelves. 

This model is one of a series of office 
desks manufactured by Harrison. 
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by SLOANE 


Bare floors . . . trail-packed coverings . . . worn carpets—bad 
for business. Put your office on the preferred list. . . for clients 
... with Carpet by Sloane’s. Top values, dependable qualities 
... Widest-selections .. . plus advice by specialists . .. accurate 


measurements . . . economical cutting. 


You pay no more at Sloane’s...Compare before you buy 


give your office a | 


We invite your inquiry 
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Indiana Desk Co., Inc. 

The Indiana Desk Co. model shown 
on page 50 is identified as No. 1513 
and is one of that company’s “Fleet” 
line. 

Description. This conference type 
desk is available in either rift oak or 
walnut. It has an overhanging top 
measuring 76 inches in width by 42 
inches in depth. The desk height is 30 
inches. 

The drawers of this model are sus- 
pension mounted and are chemically 
treated to insure stabilization. 


Invincible Metal Furniture Co. 

The Invincible line of metal furni- 
ture is illustrated on page 55 by a pho- 
tograph of the No. 7236AB executive 
desk. This is one of a line that includes 
bookcases, tables, a telephone stand, a 
club chest, and other furniture. The 
telephone stand was shown on page 42 
of the September issue of this maga- 
zine. 

Description. This desk has an over- 
hanging top measuring 72 by 36 inches. 
The 6'4 inches of overhang at each end 
and at the back, together with a re- 
cessed knee space at the back, permit 
other persons to be seated comfortably 
on all sides. The letter drawer rides on 
a progressive ball bearing cradle-type 
suspension, 

Each Invincible desk is of steel con- 
struction, The rim of the top is angle- 
shaped, and the top itself is reinforced 
with from three to five additional 
W-shaped reinforcements, the number 
varying with the size of the top. The 
top is covered with linoleum protected 
with stainless steel binding. The desk 
footings are adjustable to uneven floor- 
ing, and the overall height is adjust- 
able from 29 to 30% inches. 

Executive desks range in size from 
60 by 30 inches to 72 by 36 inches. 
Available colors are grey, olive green, 
cool green, driftwood tan, grained wal- 
nut, and grained mahogany. Linoleum 
tops are grey, dark green, mist green, 
or blonde tan, to harmonize with the 
color of desk. 


The Jasper Desk Co. 

This company is introducing a new 
series of desks called the “Utility” line. 
This is designed as a group of inex- 
pensive island base desks. A typical 
model, No, 3F59, is shown on page 55. 

Description. As pictured in this sec- 
tion, this desk is of clear maple. It is 
also available, however, in oak or wal- 
nut. The double pedestal version meas- 
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ures 59 inches in width by 33 inches in 
depth. A single pedestal desk is also 
available. 

The drawer pulls are of metal, and 
the file drawer has nylon roller mount- 
ing. 

This desk is described as a conver- 
sion from the manufacturer’s “Uni- 
versal” series; the company meanwhile 
continues to produce the “Cosmopoli- 
tan” series of desks, which is its top 
quality island base line. 


Lehigh Desk Co., Inc. 

One of the executive type wood desks 
manufactured by the Lehigh Desk Co. 
is the model 476F, which appears in a 
photograph on page 50. 

Description. This desk is of the over- 
hang type, with a top measuring 76 by 
42 inches. 

The tops, slides, panels, and drawer 
fronts are of selected oak veneers and 
all other exposed parts are of solid oak. 
The drawers are of oak with dovetailed 
fronts and backs. 

Desks of other sizes and styles are 
also available. 


Lehigh Furniture Corp. 

Lehigh has introduced a line of mod- 
ular office furniture designed by G. 
Luss. The basic units are ten top sizes, 
four desk pedestals, and 27 varieties of 
cabinets. In the picture on page 56 
two pedestal units have been combined 
with one of the larger desk tops to 
form an executive desk. 

Description. Lehigh pedestals and 
desk tops are surfaced witt Realwood 
Formica in matched waln: and birch 
grains. The legs and hardware are of 
steel finished in triple - baked black 
lacquer. 

Various drawer arrangements are 
possible, including drawers for storage, 
letter files, card files, and other office 
functions. One special drawer unit 
used in executive desks is completely 
concealed when closed; it opens side- 
ways into the kneehole section for easy 
accessibility. 

The desk tops range in size from 
30 by 48 inches to 36 by 96 inches. 
The stock sizes increase in length in 
six-inch multiples. Leg frames are 
available to support one end of the top 
when it is desired to combine basic 
units into a single pedestal model. 


The Leopold Co. 

On page 56 will be found a photo- 
graph of The Leopold Co.’s consulta- 
tion desk No. SL-966-4. 
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Description. This desk is designed 
to accommodate three persons conve- 
niently. It is informal in style. 

The model shown is of the single 
pedestal design, and it is available with 
the pedestal on either the right or the 
left. It is offered with either of two top 
sizes: 66 by 36 inches, or 72 by 36 
inches. 

The company has recently added a 
lower priced desk with these same fea- 
tures. In addition, it manufactures a 
series of conference and executive desks. 

Prices. Of the model SL-966-4 with 
66 by 36-inch top, $280; with 72 by 
36-inch top, $295. 


Metal Office Furniture Co. 


The Metal Office Furniture Co.'s 
line of “Steelcase” office furniture is 
represented in this section by a picture 
of the Model 15001 executive desk. 
The photograph appears on page 47. 

Description. Steelcase desks of the 
“multiple 15” line are composed of 
standardized pedestals, tops, and other 
parts, so that they can be quickly 
altered to fit changing needs. The 
drawers, for example, can be rearranged 
to suit individual requirements. All 
desks of this line are engineered in 
multiples of the .15-inch square, to 
simplify the arrangement of various 
units. 

The Model 15001 has a top measur- 
ing 78 inches by 38 inches, with a nine- 
inch overhang on each end and at the 
back. The double drawer has a cross 
compartment fitted with 15 Pendaflex 
letter-size folders. 


Herman Miller Furniture Co. 


Herman Miller's “Executive Office 
Group” of executive furniture was de- 
signed by George Nelson, This line in- 
cludes a series of desks and a group of 
modular units which may be combined 
in almost unlimited variety. On page 
47 is a photograph of a desk combina- 
tion made up of a No. 7230 desk top 
and a No. 8010 storage unit. 

Description. This particular desk top 
measures 72 by 30 inches, and, as 
shown, is equipped with a No. PB-1 
suspended file basket and a No. CL-1 
built-in fluorescent desk lamp. The 
storage unit is 80 inches long and 18Y, 
inches wide and provides space for sup- 
plies, reference manuals, private pa- 
pers, etc. 


(To page 55) 
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Coronation Suite In 
Fine American Walnut 


Cosmopolitan Suite Available 
In American Walnut and Oak 


The secret of where to look 
when buying office furniture 


Dealer. Ask 


First . . . go to your nearest 


him to prove that when it comes to construction, 
appearance, styling, and durability you get more 
for your money with (6) products. Also, in 
(5) desks, you <<" from 75 years 


of dependable furniture manufacturing. 


buying 


For further information and literature, write to 
Department A-10, Jasper Desk Co., Jasper, Ind. 
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Why successful buyers 


prefer Jasper Desks 


Worthy of the finest exec- 
A beautiful 
George III reproduction in 


utive office. 


matched American Walnut. 


Created by master crafts- 
men for executives who de- 
mand the best. A fine chip- 
pendale Reproduction. 


Designed for modern in- 
teriors and functional effi- 
ciency. Available in Walnut 
or Softone Oak. 


An early American style in 
genuine Walnut. A popu- 
lar choice for professional 
and general office use. 
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ha re cor i 


THE JASPER DESK CO., JASPER, IND. 
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Jasper Desk Co.’s No. 3F59 


The desk illustrated is in comb grain 
oak. Chili walnut and tawny walnut 
are also available. The sliding panels 
of the storage unit may be obtained in 
brick red, green, or gunmetal. In addi- 
tion, the desk tops may be had in plas- 
tic, in white, grey, turquoise, buff, or 
mustard. 

Accessories that may be ordered in- 
clude the lamp and file basket shown, 
an over-desk tray, and cane screening 
used to form a front panel below the 
desk top. 

Desk tops, with or without drawer 
space, vary in size from 60 by 30 inches 


to 84 by 36 inches. Storage units are 
184%, inches wide and range in length 
from 67% inches to 80 inches. Com- 
plete individual desks vary from 60 by 
30 inches to 84 by 36 inches. Various 
drawer combinations are available. 


Prices. Vary with combination. The 
desk illustrated is priced at approxi- 
mately $661. 


Delivery. About 60 days. 


Myrtle Desk Co. 


Pictures on page 56 is one of the 


Invincible Metal’s No. 7236AB 
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desks in the Myrtle Desk Co.'s “Cham- 
pion” series. It is identified as model 
No. 5361F. 

Description. Model 5361F is of the 
non-overhanging type; its top measures 
60 inches by 34 inches. Formica tops 
are also available for this model at extra 
cost. 

The desk has an island base provid- 
ing height adjustment from 29 inches 
to 30% inches. The file drawers have 
nylon rollers and the single drawers 
are equipped with metal side suspen- 
sion guides. 

The file drawer also is equipped with 
aluminum rails for hanging files and is 
adjustable for either letter- or legal- 
size folders. The drawer at the top 
of the left pedestal is a double drawer, 
and the knee drawer has an automatic 
kick-out. 

The interiors of the drawers are fin- 
ished with two coats of lacquer; the 
exterior finish is of hot lacquer which 
the manufacturer says is water- and 
alcohol-proof and is highly resistant to 
scratches. 


Price. $173, list. 


OFFICE MANAGEMENT 


Art Metal’s No. 18078FB-40 


Orna Metal Products Co, 

Orna Metal’s “Stratoliner” series of 
steel office furniture, currently being 
introduced, was designed to have a 
light, functional appearance, yet to 
offer the benefits of steel construction. 
The desk shown on page 48, for exam- 
ple, has a large overhanging top and 
large drawers, yet is designed to have 
a light appearance to make it suitable 
for installation in offices where stand- 
ard executive desks might appear too 
cumbersome, 


The company states that this effect is 
achieved by eliminating the bottom 
drawer in each pedestal, in the belief 
that these drawers actually are seldom 
used, and the substitution of slender 
legs for the usual island bases, 

Special attention has also been given 
to the selection of colors that would 
harmonize with existing interior deco- 
rating schemes. 

In addition to the new line, the com- 
pany continues to offer its “Skyliner” 
series, to which has recently been added 
the “Pilot” desk, No. 5530. This is a 
moderately priced desk, listing at 


Berger’s No. 5078 executive desk 
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Myrtle No. 5361F “Champion” desk 


$109.50. It has a top 55 inches wide 
and 30 inches deep, covered with Arm 
strong linoleum of a non-glare type. 

The box drawers measure 5), by 
124% by 23 inches and the file drawer 
is 11% inches high. The box and file 
drawers are interchangeable and the 
center drawer is provided with a Yale 
lock and a pencil tray. The pedestal 
drawers ride on nylon glides, the cen- 
ter drawer on bal] bearing rollers. 

A larger executive “Skyliner” model 
has an overhanging top measuring 72 
by 34 inches. The company also manu- 
factures steel tables and bookcases. 


J. K. Rishel Furniture Co. 

An executive desk from  Rishel’'s 
“Ultra-Modern” suite of walnut furni- 
ture is pictured below. 

Description. The model shown is 
No. 1901. This desk has a 66-inch by 
36-inch flat top. A similar model with 
a top measuring 58 by 30 inches is 
known as No. 1900, and this model is 
also manutactured with a top 76 inches 
in width and 39 inches in depth, pro- 
viding nine inches of overhang on three 
sides. 

One of the features of the Ultra- 
Modern suite of office furniture is the 


Rishel No, 1901 “Ultra-Modern” desk 


rounding ot all corners. The tops are 
of five-ply construction and the panels 
of nine-ply material, Striped walnut 
veneering is used and the hardware is 
of cast brass. 

The drawers have oak interiors, dove- 
tailed, and the bottoms are framed on 
all sides. Dust bottoms are installed in 
all pedestals. 

This company also manufactures an 
“Executive” suite, made of quartered 
striped walnut with rails and moldings 
of solid walnut. The hardware is of 
antique brass of an early American de 
sign. 

Delivery. Immediate. 


Frank Scerbo & Sons, Inc. 


The Scerbo desk pictured on page 58 
is a reproduction of a George Wash- 
ington table desk. It is identified as 
the GW 13 desk (No. 6562-4). 

Description, This reproduction of an 
18th century Colonial desk is made of 
matched crotch mahogany veneer with 
solid brass pulls and a hand-tooled, 
gold embossed leather top. Various 
leather colors are available. 

The standard size of this model is 
69 inches by 36 inches, with a height 
of 30 inches, but it can be made to any 
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Lehigh Furniture Corp. modular desk 


specification. 

A matching armchair of Honduras 
mahogany is available, with leather 
to match that of the desk top. The 
company also makes a variety of other 


desks. 


Security Steel Equipment Corp. 

Security Steel’s model MED-78 ex- 
ecutive conference desk, one of that 
company’s “Crestline” series, is shown 
on page 60. 

Description, Crestline desks are of 
all steel construction. The full roll-edge 
top is of linoleum and is offered in 
colors chosen to reduce eye strain. 

The desk is specially reinforced for 
strength. The drawers have ball-type 
side arm suspensions designed to per- 
mit full use of the drawer space. The 
floor glides are adjustable and the desk 
has aluminum trim all around. 

The top has a nine-inch overhang on 
both ends and at the back, giving it an 
over-all width of 78 inches and a depth 
of 42 inches. 

Crestline desks are finished in solid 
grey or green and in grained mahog- 
any, walnut, and bleached walnut. The 
linoleum tops are offered in green jaspe, 


tan jaspe, grey, brown, and green. 


Leopold consultation desk No. SL-966-4 
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Tools of the Office 


Price. $245.75 to $295, depending on 
finish and appointments. 
Delivery. Immediate. 


Shaw-Walker Co. 

Shaw-Walker’s No. 7238 senior ex- 
ecutive desk appears in an illustration 
on page 58. This is one of the 76 
desk models manufactured by that com- 
pany. 

Description. . This is a large desk, 
with a top measuring 72 inches by 38 
inches. Its height is 29 inches. The 
working surface is of mahogany or 
walnut, steel-backed. A decorative 
wood molding is provided around the 
edge. 

The pedestals are of steel, sound- 
insulated. The drawer interiors are 
of mahogany, cork-lined. 

Delivery. \mmediate. 


Western Mfg. Co. 

“Fashion-Aire” is the name of a new 
steel desk recently introduced by West- 
ern and pictured in this section on page 
60. The new desk rounds out Wesco’s 
present office equipment line. 

Description. The Fashion-Aire is 
available in five variations, including 
single and double pedestal models. 
The drawers are interchangeable and 
operate on nylon glides. The knee 
space drawer has a convenience tray 
and paper hood. 

The desk is of cross member, all 
welded girder construction. It is fin- 
ished in baked enamel in standard 
colors with rolled edges and satin 
chrome trim and hardware. Special 
colors are available at slight additional! 
cost. 

Desk height is adjustable from 29% 
inches to 30'% inches. 

Prices. From $99.50 to $151.50, de- 
pending on the model. 


The Worden Co. 

From the line of office desks manu- 
factured by The Worden Co., the wood 
office desk No. 3060 has been selected 
for illustration. The photograph ap- 
pears on page 62. 

Description. This double pedestal 
desk is offered in either oak or walnut 
and is available with overhang tops of 
various sizes. The interiors are of oak, 
and the desk rests on a heavy island 
base. Flush panels are features of the 
design. The desk top measures 60 
inches by 32 inches. 


January, 1954 


Prices. From approximately $200 to 
approximately $300, depending on the 
desk top size. 

Delivery. About 30 days. 


Yawman & Erbe Mfg. Co. 

The Yawman & Erbe “Ambassador” 
desk, No. 4986.1 OTA, is pictured on 
the following page. 

Description. ‘The Ambassador is a 
conference type desk with an overhang 
top. The top measures 78 by 39 inches, 
with six inches of overhang at the ends 
and five inches at the back. The top 
is finished in grey linoleum with mold- 
ed edges. 

This desk is 304% inches high and 
has a knee space width of 27% inches. 
Each of the two pedestals has a sliding 
reference shelf, a utility drawer, a card 
drawer, and a vertical filing drawer. 
The card and vertical drawers ride on 
cradle-type slides. The vertical drawers 
each have 30 inches of letter-size cross 
filing space and have a cross filing in- 
sert to allow two rows of letter-size 
papers or one row of cap-size and one 
row of letter-size material. 

The desk is finished in the company’s 
special Neutra-Tone grey. The recessed 
box bases are enameled in black. 

Price. $341.50, in the East. 

Delivery. Immediate. 


Executive Chairs 


Aluminum Seating Corp. 

The Aluminum Seating Corp.'s 
model SE-775-DA “Fine Rest” senior 
executive posture chair is shown on 
page 66. 

Construction. Aluminum. 

Seating Features, The seat has foam 
rubber cushioning throughout and is 
provided with adjustable posture ac- 
tion. The seat height is adjustable from 
18 to 21 inches. Seat depth is 18 inc’ 
and the he‘ght of the back rest is !o 
inches. 

Dimensions. Height, 34 to 40 6) hes; 
width, 26 inches; depth, 26 inche 

Finish. Natural brushed satin alu- 
minum, 

Upholstery. The available materials 
are Tolex, top grain leather, Bedford 
Cord, and gros point. These are of- 
fered in brown, maroon, green, and 
grey; special colors can be ordered. 

Other Models, The line of “Fine 
Rest” chairs also includes the model 
JE-650-DA, which is similar, but some- 
what smaller. 
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“ byf ~ii. 
Emperial 


++. one of many carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beouty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
— Evansville 7, Indiana 


57 


» | ee 3 ; ° \ a a 2 
fs yt Me ba 
\ ate 
na 
ie TR ey Abi 
METROPOLIT pi 
| \ " i tal ce 
J Taras ' a bh an) 
gs GROBP ee | 
<7 SS Bae fad seed 
ra ral 
ae ‘ 5 2 
+ . 5 i ee 
ia cee — b ae 
a4: a Vay 
we | 
— oh | per ee 
I aes 2 
Pie. 
oy ty 
: =; a ae . 
¢ ’ td a es 
— a. a a : 3 eee 
| tithe 
j ae a 
ae 
z 8 
SE root 
| ae 
a) hs ay 
— 
sd ee 
ae Wy 2 
‘ > 4 VG ran 
a hee 
ag NSS = NZ | 
a Aa ‘ u/ sa a 
; eal te 
fom ‘4 s 
J ie? ae : ae a 
Va WZ { AY 
Vi , 
If aay a 
NiZ Jan i 
ella, ee WY HG 
' a Be F ‘eo a nas 4 \ L 4 4 
1) a a 
« Wii od q 
WZ —— 
Wi Fi 
U7 nad 
VY Bek i: 
WZ A ey 
VA a 
VG A 
NZ ey, 
a * 
spiel 
te a 
2 ee aie See, Ge | ee Ce ee a _ ee — -. —s es ies 


All-Steel Equipment’s No. 6677 desk 


Price, Of the model SE-775-DA, ii- 
lustrated, from $126 to $166.50, de- 
pending on optional features and deliv- 
ery zone. Of the model JE-650-DA, 
$103 to $134.75. 

Delivery. Immediate. 


Art Metal Construction Co. 

The Art Metal executive posture 
chair shown on page 66 is model No. 
725, 

Construction. Aluminum, 

Seating Features. This chair has Art 
Metal’s “Tilt-Action” seat, which per- 
mits the user's feet to remain on the 
floor when leaning back. The manu- 
facturer states that this prevents con- 
stricting pressures that interfere with 
circulation. The seat height is adjust 
able from 18 inches to 21 inches. Seat 
depth is 20 inches and the height of 
the back rest is 18 inches. Back tension 
and back tilt are adjustable, 

Dimensions. Height, 34% inches to 
38% inches; base width, 28% inches. 

Finishes. Natural aluminum with 
baked-on varnish. 

_ Upholstery. Leather and a variety of 
fabrics. 

Other Models. Other Art Metal 
‘models are the Nos. 705 and 717, also 


Scerbo’s No. GW13 “George Washington” desk 


equipped with the “Tilt-Action” seat. 

Prices. Of the No. 725 chair, pic- 
tured, $192 to $215 in Zone 1, depend 
ing on the covering selected. Of the 
Nos. 705 and 717, from $98.50 to $160. 


Blair Aluminum Furniture Co. 

Pictured on page 62 is Blair’s “De- 
luxe” executive posture chair No. 404, 
one of many chairs in this company’s 
line. 

Construction, Aluminum. 

Seating Features. This chair has a 
number of adjustments to suit it to the 
user's requirements. The seat height is 
adjustable from 18% inches to 21% 
inches and the back rest height from 
16 inches to 184 inches. In addition, 
back tilt is adjustable, and the spring 
tension of the back also can be varied. 
The seat depth is 20 inches. 

Dimensions, Height, 35 inches to 38% 
inches; width, 25 inches; depth, 28 
inches. 

Finish. Satin aluminum. 

Upholstery. Available materials in- 
clude Duran, Naugahyde, gros point, 
Claremont, and leather. These are of- 
fered in red, green, brown, grey, beige, 
yellow, and chartreuse. 

Other Models. The Blair line is ex- 
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Yawman & Erbe’s No. 4986.1 OTA desk 


tensive, including various types of pos- 
ture chairs, arm chairs, and side chairs. 
Prices. Of the model No. 404, $160 
to $210. Other Blair models are priced 
from $28 to $237. 
Delivery. In 10 days. 


Cramer Posture Chair Co., Inc. 

One of the new “1000” series of steel 
chairs manufactured by the Cramer 
Posture Chair Co. is shown on page 
62. This is the executive swivel chair 
No. 1023. 

Construction. Chairs of this series 
are of steel. Model No, 1023, however, 
has a cast aluminum base. 

Seating Features. In this model the 
seat and back tilt as a unit, working 
on an “Equa-Poise” tilting mechanism 
which has adjustable tension. Seat 
height is adjustable from 17% inches 
to 21 inches. The seat measures 184 
inches in width and 17% inches in 
depth. The back measures 16 inches 
by 11% inches, and the width between 
arms is 20Y% inches. Foam latex cush- 
ioning is used over the shaped seat 
plate, in thickness varying from two 
inches at the edges to two and one- 
half inches where the load is supported. 
The-foam latex back cushion is one 


Shaw-Walker’s No. 723 desk 
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IT’S 
it's New! = DIXIE CHROME 


DIXIE “cotor-keveo” VWASSAU 


Another member of the striking new Dixie Chrome 
“Holiday” series. Distinctive square-tube frames in triple- 
plate satin steel, or your choice of seven decorator colors 
in durable “EPON.” Luxurious loose-cushions are revers- 
ible, with “Flex-o-Lator” cushion-bag construction. “Color- 
Keyed” covers in a gratifying array of beautiful textures 


and tones. 
Color - Keyed, > 
DIXIE CH iROME 


\S a PRODUCTS 


Division of South Cc lidated Mfg. Corp. 
Irving (DALLAS COUNTY) Texas 


Manviacturers-Designers of Distinctive Furnishings 


LOCKERETTE aluminum 
a chairs 


Wraps are exposed to air PROTECT YOUR INVESTMENT 


and light. Employees do 

not face the bye 4 in 
» Po F 6 . * . 

been. crumpled in dark You have a large investment in trained office personnel 

ockers—<lo not @at sogey . . 

lunches, soaked by. wet and in modern office machinery. Unless your people 

hate or gloves Each ° - » " - 

person hee hie own are provided with the modern efficient seating, this 

spacer oa anger, 

lated het shelf and 127 ; ; H ; 

ep a ge investment is not paying off as it should. 

box for lunches, tools 

and personal effects. 


Secure your investment by providing better seating. 
100 nn tne No. B18 FINE-REST Aluminum Office Chairs pay their own way 


Improves health and morale— (3-colama) ~~ @eenenme- : 
lower absenteeism. dates 12 people in 6 feet and make your investment pay as well. 
the No. 9-18 (illustrated) 


Write for Bulletin OL-4 eee Write for the name of your nearest FINE-REST dealer. 


~america’s Standard of Business Seating” 


Ca 
ALUMINUM SEATING / operalic alion 
VOGE L“ PETERSON co. 17 $. CHERRY STREET © AKRON 8,OHI0 
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Harrison Steel Cabinet's “Continental” desk 
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inch thick. Plastic arm rests are stand- 
ard, but padded rests are obtainable. 

Dimensions. Height, 32 inches; 
width, 24 inches; depth, 22 inches. 

Finish. Baked enamel, in grey, green, 
and brown. Special colors may be or- 
dered, 

Upholstery. Naugahyde in 11 colors, 
Claremont in five, and gros point in 
five. 

Other Features. The chair has hooded 
ball bearing casters with two-inch, soft 
tread wheels. 

Other Models. The “1000” series also 
includes side chairs, with or without 
arms, and a swivel chair without arms. 

Price. Of the model shown, $86, f.o.b. 
factory. This is a base price which var- 
ies with upholstery and special finishes. 
Delivery. In 30 to 45 days. 


Dixie Chrome Products Co. 

The Dixie Chrome line is represented 
on page 66 by a picture of the model 
No. 620 executive chair. 

Construction. Tubular steel. 

Seating Features. This chair has coil 
spring cushioning. The seat height 
may be adjusted from 17 inches to 22 
inches; back tension is also adjustable. 
Seng controls are used. 

Dimensions. Height, 35 inches; 
width, 25 inches; depth, 30 inches. 

Finishes. The tubular steel frame is 
available with a chrome finish or with 
enamel finishes in any of seven colors. 

Upholstery. The chair is available 
with upholstery of Duran, Fabrilite, or 
Elastic Naugahyde in a wide range of 
colors. 

Other Features. The chair rides on 
double ball bearing casters. 

Other Models. Among other chairs 
in the Dixie Chrome line is the “Junior 
Executive” model, No, 615, which is 
slightly smaller. In addition, the com- 
pany has recently introduced a new 
line of square-tubular steel furniture 
called “Holiday.” One of the new en- 
sembles was pictured on page 41 of the 
October issue of this magazine. 

Price. Of the model No. 620, $99.50. 
The No, 615 is priced at $79.50. 
Delivery. In two weeks. 


Domore Chair Co., Inc. 

A feature of Domore chairs is that 
they are “custom-fitted” to the user, a 
procedure in which special analysts 
study the individual’s personal and job 
requirements and adjust the chair par- 
ticularly for him. One of the executive 
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chairs, model No. 635, is illustrated on 
page 66. 

Seating Features. The custom-fitting 
referred to above is carried out under 
the ABC Posture Seating Service. To 
make possible the desired chair adjust- 
ments, this particular model has a 
range of seat height adjustment from 
17 inches to 20 inches, a four-inch 
range of seat depth control, a three- 
inch adjustment of back rest height, a 
five-inch range in back tilt adjustment, 
and a range of one inch in positioning 
the arms. In addition, the back tension 
is variable, providing firmest pressure 
at the start of the “leanback” (the 
working position), with tension easing 
at the end of the leanback to permit 
complete relaxation. The full box seat 
has foam rubber over deep-coil springs. 
The arms and backrest are covered also 
with foam rubber. The seat has a slight 
rearward slope. 

Dimensions. Weight, 37 inches; 
width, 28 inches; depth, 26 inches. 

Finishes. Plain finishes available are 
grey, green, walnut, mahogany, beige, 
and black. The following grained fin- 
ishes are also offered: walnut, dark 
walnut, mahogany, dark mahogany, 
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.-- Quality that endures! 


and light oak. Chrome trim is optional. 

Upholstery. The following are ob 
tainable: vinyl, Hampton fabric, gros 
point, machine buff leather, Regent 
leather, top grain leather. Colors are 
red, green, blue, sulphur, pine, ma- 
roon, persimmon, grey, rust, brown, 
tan, black, spruce, green Cordova, taffy, 
sea foam green, camouflage green, and 
brown Spanish grain. 

Other Models, Domore also has nine 
other executive models, three supervis- 
ory models, one conference model, and 
numerous other chairs. 

Price. Of the model shown, trom 
$259 to $322.50, depending on materi- 
als and finishes. 

Delivery. In three to four weeks. 


Dunbar Furniture Corp. of 
Indiana 

A photograph of Dunbar’s model 
No. 4739 executive chair will be tound 
on page 64. 

Construction. Mahogany and steel. 

Seating Features. This chair has a 
seat height adjustment of approxi- 
mately four inches. The seat and back 
tilt as a unit. The depth of the seat is 
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... Styles that appeal! 
... Prices that make sense! 


For assurance of quality and satisfaction, ask your dealer to show you 
the latest in Jasper Chair Company styles. You'll find every desired 


feature you seek in these fine Wood Office Chairs . 


. . features that 


have meant quality and value for over 30 years. See smart new chair 
models in Solid Walnut or select Oak—plain or upholstered in genuine 
leather or Elastic Naugahyde in many colors. Or, let us send you 
complete information addressed to your personal attention. 


Jasper Chair7 


Jasper Chair Company, Dept. 30, Jasper, Indiana 


Please send me information on newest styles in Jasper Chairs, and also the 


JASPER, 


CLIP AND MAIL 
COUPON FOR 
INFORMATION 
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Tools of the Office 


20 inches inside, and the height of the 
back rest is 16 inches. 

Dimensions. Height, 314 inches; 
width, 27 inches; depth, 27 inches. 

Finishes. Approximately 20 finishes 
are available, ranging trom gleached 
to very dark. 

Upholstery. Leather of any color, 
and a wide variety of fabrics. 

Other Models, Dunbar also manu- 
factures a number of other chairs. 

Price. Of the model shown, in top 
grain leather, $421. 

Delivery. About four weeks. 


The Fritz-Cross Co. 

Fritz-Cross’s model No. 1400 execu- 
tive swivel arm chair appears in an il- 
lustration on the following page. 

Construction. The base is of cast alu- 
minum, the top frame of 1%-inch 
square electric welded steel tubing. All 
joints are welded. 

Seating Features. The seat is of coil 
spring construction, encased in burlap, 
and padded with woven curled hair, 
soft cotton, and foam rubber. It is 
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Blair model No. 404 


\ Sh ae ayia # } ere 


Cramer model No. 1023 
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Worden’s No. 3060 desk 


available with a “waterfall” front. The 
seat height is adjustable from 161, 
inches to 20 inches. The seat depth is 
20 inches, the width 1814 inches, The 
back and arm rests are provided with 
foam rubber padding. The chair is 
equipped with Seng control. 

Dimensions. Height, 29% inches to 
334, inches; spread of base, 26 inches. 

Finishes. Enamel, in grey, green, 
brown, maroon, or sand, Special fin- 
ishes may be ordered. 

Upholstery. Corrected top grain 
leather, deep buff leather, gros point 
and Claremont fabrics, and plastic 
coated fabrics in red, green, brown, ma- 
roon, and grey. 

Other Features. The chair has four 
two-inch hooded soft-tread ball bearing 
casters. It is also equipped with scuff 
plates and a plastic back bumper. 

Other Models. Fritz-Cross also offers 
a harmonizing side arm chair, model 
No. 1450. 

Prices, Of the swivel arm chair, No. 
1400, from $83.50 to $93.50, list. Of 
the side arm chair, $61.50 to $71.50. 
For corrected top grain leather, an ad- 
ditional $10. 

Delivery. In one week. 


The General Fireproofing Co. 

Of the line of executive chairs manu- 
factured by The General Fireproofing 
Co., the model No. 3507 is pictured on 
page 66. 

Construction, Aluminum. 

Seating Features. This chair has five 
adjustments to make it adaptable to the 
requirements of the user, The seat 
height may be varied from 18% inches 
to 21% inches, the height of the back 
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rest from 18 inches to 19 inches. Back 
tension can be adjusted to the weight 
of the occupant, and this tension in- 
creases as the chair is tilted back. The 
angle of the back rest can also be con- 
trolled by means of a pivotal adjust- 
ment. Molded foam rubber is used 
throughout. 

Dimensions. Height, from 36% 
inches to 40Y% inches; width, 26% 
inches; depth, 20) inches. 

Finishes. Anodized aluminum or 
baked enamel. Available colors include 
natural aluminum, walnut, and ma- 
hogany. 

Upholstery. Bedford Cord and a 
number of plastic coated fabrics are 
obtainable, in a wide range of colors. 

Other Models. The company also of- 
fers five other models in a lower price 
range. These are available in the same 


Jasper Seating model 1700 
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Tools of the Office 


finishes and colors, have foam rubber, 
and five adjustments. 

Prices. Of the model shown, $208.75 
in Zone 1, in the version with satin 
aluminum finish and Bedford Cord 
upholstery. Other models range from 
$50 to $161.50, depending on model, 
finish, and upholstery. 

Delivery. Immediate. 


The Globe-Wernicke Co. 

Globe-Wernicke manufactures two 
executive swivel arm chairs, The one 
pictured on page 64 is model No. 2805. 

Construction. Aluminum. 

Seating Features. This model has a 
double tilt action: the back and seat 
tilt independently of each other, The 
height of the seat is adjustable from 18 
inches to 21 inches. Seat depth is 19 
inches and seat width 21 inches. The 
back also is adjustable. The spring seat 
and the arms are covered with foam 
rubber padding. 

Finish. Natural aluminum. 

Upholstery. This chair may be up- 
holstered in Duran, Elastic Nauga 
hyde, heavyweight Naugahyde, gros 
point, Claremont, deep buff leather, 
and top grain leather. All of these ex- 
cept Duran are offered in green, brown, 
and maroon. Duran comes in red, ma- 
hogany, yellow, light brown, dark 
green, grey, beige, and chartreuse, 

Other Models. Also offered are an- 
other swivel arm chair, model No. 
2802, and several side chairs with or 
without arms. 

Prices. Of the model pictured, $160 
to $210, list, varying with choice of up- 
holstery. 


Delivery. Immediate. 


W. H. Gunlocke Chair Co. 

On page 64 appears a photograph 
of the No. 622R executive chair manu- 
factured by the W. H. Guniocke Chair 
Co. 

Construction. Walnut. 

Seating Features. The model 622R 
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has several adjustments to aid com: | 


fortable seating. The seat height can 
be varied from 18 inches to 21 inches 
and the back rest can be set at heights 
ranging from 184% to 20 inches. Back 
tension and back tilt are both adjust- 


able. The depth of the seat is fixed 
at 17% inches. Foam rubber is used 
in the seat. 


Dimensions. Height, 37 inches to 40 
inches; width, 27 inches; depth, 26 
inches, 

Finishes. A hand rubbed varnish 
finish used, which can be had 
in any color. Special finishes are avail- 
able. 

Upholstery. This chair is upholstered 
in leather or in a combination of lea 
ther and fabric. Corrected top grain 
leather is available in a choice of 18 
colors. Gros point fabric over the seat 
is available in matching colors. 

Other Models. Among other Gun 
locke offerings is a new group of wal 
nut chairs that was introduced during 
the last year. This group was pictured 
and briefly described on page 60 of 
ihe August issue of this magazine. 

Price. About $222, list. 

Delivery. Approximately four weeks. 


is 


Hamilton Mfg. Corp. 


The Hamilton Mfg. Corp., maker of | 


“Cosco” products, is represented in this 
section by a picture of the model 18- 


STA executive posture chair, which 


will be found on page 66. 

Construction. Steel. 

Seating Features. This chair has a 
seat height range from 16% inches to 
20% inches. Seat depth can be varied 
from 15% inches to 18 inches, and the 
height of the back rest from 141% inches 
to 15% inches. The slope of the seat 
can be adjusted through a two-and- 
one-half-inch range, and the angle of 
the back rest through a one-and-three 
quarter-inch range. The tension of the 
spring action tilting seat and the spring 
action tilting back can also be adjusted. 
Foam rubber is used on the seat. The 
thickness varies from one inch in 
standard mode!s to two inches in the 
de luxe models. De luxe models also 
have one inch of foam rubber on the 
arms and back rest. 

Dimensions. Height, 34 inches; 
width, 25 inches; depth, 20 inches. 

Finishes. Baked-on bonderized 
enamel in grey, green tint, tan, brown, 
and olive drab. 

Upholstery. Fabrilite covering is 
available in light green, dark green, 


maroon, brown, and grey. Claremont | 
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CRAFTSMAN 
CHAIRS | 


“THE REST" 
...is Assured! 


Do you feel tired and worn 
out at the end of a hard day 
at the office? Then call your 
office furniture dealer .. . and 
ask him for “The Craftsman 
No. 1700” office chair, 


de- 


signed especially for comfort 
. and the rest is assured! 


Rest, comfort and relax- 
ation—these are rightly 
yours every working day 
with Jasper’s Craftsman 
1700. Made of genuine 
American black walnut and 
Indiana quartered white oak, 
with soft foam rubber in the 
back and seat. You'll thank 
| your Jasper dealer for the 
{ rest of your life, for showing 


you this modern aid to office 
executive comfort! 


it Even the price tag is 
, comfortable .. . let him tell 


you all about it—today! 
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Harter model No. 65 


- sa rr’ 


Gunlocke model No. 622R 


Globe-Wernicke model 2805 


. 


fabric is obtainable in green, maroon, 
brown, and grey. On two of the de 
luxe models, Cosco Pincheck is offered 
in olive, gold, green, grey, red, persim- 
mon, tan, brown, and maroon. 

Other Features. The base of the 
chair contains sound absorbing mate- 
rial to eliminate excess noise. In addi- 
tion, it has scuff plates and rubber 
bumpers, A name plate is also provided. 

Other Models. Five other models are 
offered, including the de luxe execu- 
tive models Nos. 18SD, and I8STAD. 

Prices. Of the model shown, $50 in 
Zone 1. Other models range from 
$42.50 to $65. 

Delivery. Immediate, except for de 
luxe models, which require ten days. 


Harter Corp. 

Harter’s model No. 65 chair is pic- 
tured above at the left. 

Construction. Steel. 

Seating Features. A feature of this 
model is its “synchrotilt” chair control, 
which allows the seat and back to tilt 
together in synchronization. The seat 
height can be varied from 18% inches 
to 214 inches, the back rest has a ver- 
tical height adjustment of two and one- 
half inches, and back tilt can be ad- 
justed five inches horizontally, Foam 
rubber cushioning is used throughout. 

Finishes. Baked-on flat enamel or 
grained enamel. The flat finishes are 
available in grey, green, or brown, the 
grained finishes in walnut or ma- 
hogany. 

Upholstery. Deep pile and flat weave 
fabrics are used. The wide range of 
available colors includes deep tones and 
pastel colors, 


Riteform model No. 434 
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Dunbar model No. 4739 


Other Features. The base is of one- 
piece sheet steel. Blind stitching is used 
on the upholstery. 

Other Models. Harter manufactures 
four other executive posture chairs and 
five conventional executive chairs. 

Prices. Of the model illustrated, 
$191.25 in Zone | in gros point uphol- 
stery and flat enamel finish. The four 
other executive posture chairs range 
from $78.25 to $137.50, the five con- 
ventional chairs from $68.25 to $168.25. 

Delivery. In 45 to 60 days. 


High Point Bending & Chair Co. 

The cane back swivel arm chair pic- 
tured on page 68 is the model No. 
2210, manufactured by the High Point 
Bending & Chair Co. 

Construction. Wood. 

Seating Features. Seat adjustments 
possible on this chair include seat 
height, through a range from 17 inches 


Marble model No. 4012'2 
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Tools of the Office 


to 20% inches, and adjustments of 
back tension and back tilt. The depth 
of the seat is 18 inches and the height 
of the back rest is 1744 inches. The 
back rest is of woven cane, designed 
for coolness and lightness of weight. 

Dimensions. Height, 33% inches; 
width, 23 inches; depth, 22 inches. 

Finishes, This wood chair is avail- 
able with light office oak, softone oak, 
walnut, and mahogany finishes, Special 
finishes can be ordered. 

Upholstery. None. 

Other Features. The arms are steam 
bent for added strength. The seat rail 
also is steam bent and is dropped in 
the back for purposes of strength and 
design. 

Other Models. The company’s line 
also includes an arm chair, model No. 
2211, and a side chair, model No. 2213. 

Price. Of the model illustrated, $56 
list. 

Delivery. In 30 days. 


Huntington Chair Corp. 


The Huntington line includes the 
No, 185 side chair, which is illustrated 
on page 68. 

Construction. Wood. 

Seating Features. Since this model 
is a side chair, it is not adjustable, al- 
though the corresponding swivel arm 
chair, No. 185SW has an adjustable 
swivel. The seat is 18'4 inches in 
depth. 

Dimensions. Height, 32 inches; 
width, 25 inches; depth, 26% inches. 

Finishes. Appalachian oak, fawn, 
and Nubian. 

Upholstery. Available upholstery in- 
cludes a variety of fabrics, plastics, and 
leathers, which are obtainable in a 
wide range of colors. 

Other Models. Besides the swivel 
arm chair, No. 185SW, mentioned 
above, the company also manufactures 
other models, including a side chair. 

Prices. Of the side chair, approxt 
mately $161.50, in top grain leather; 
of the swivel arm chair, approximately 
$195, in top grain leather. 


Indiana Chair Co., Ine. 


The Indiana Chair Co.’s model No. 
1411 executive posture chair is shown 
on page 67. 

Construction. Either walnut or quar- 
tered white oak. 

Seating Features. This chair has con- 
trol features that make it possible to 
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adjust the height and depth of the seat, 
the back height, back tension, and 
back tilt. These adjustments can be 
made without the use of tools. 

Finishes. The standard finishes for 
this model are walnut, mahogany, 
light golden oak, and softone oak. 

Upholstery. The seat, back, and arms 
can be covered in top grain leather, 
deep buff leather, or Elastic Nauga- 
hyde, each of these in a variety of 
colors. If desired, the seating surface 
may be covered with either Claremont 
or gros point fabric. 

Price. From $90 to $140, depending 
on the choice of covering. 

Delivery. In from three to four 
weeks. 


Jasper Chair Co. 

The line of chairs produced by the 
Jasper Chair Co. is illustrated on page 
67. The chair shown is the model 
No. 884. 

Construction. W ood, either quartered 
oak or solid walnut. 

Seating Features, The seat height is 
18 inches, seat depth is 18% inches, 
and the height of the back rest is 19 
inches. Seat height, height of back 
rest, back tension, and back tilt are ad- 
justable. 

Dimensions. Height of back from 
seat, 1914 inches to 214% inches; width, 
23% inches. 

Finishes. Light oak, softone oak, wal- 
nut, and mahogany. 

Upholstery. Leather or Elastic Nau- 
gahyde. The available colors are red, 
brown, green, blue, and grey. 

Other Models. The company also 
manufactures other models, of oak, 
walnut, and birch. 

Delivery. Immediate. 


Jasper Seating Co. 


A new addition to the line of chairs 
offered by the Jasper Seating Co. is the 
model No. 1700 executive chair, which 
appears in a picture on page 62. 

Construction. Wood, either Indiana 
white quartered oak or American black 
walnut. 

Seating Features. This chair is ad- 
justable with respect to back tension 
and tilt, by means of a control regu- 
lating the spring tension. The seat 
height is from 17 inches to 18 inches, 
the back is 21 inches high, the seat 
depth is 19 inches, and the width be- 
tween arms is 19% inches. 

Finishes. The wood is finished with 
glass lacquer, hand rubbed. Any finish 
can be ordered. 


Upholstery. Vop grain leather, deep 
buff leather, gros point, and Elastic 
Naugahyde are offered, 

Other Features, The chair rides on 
two-inch ball bearing casters. 

Price. From $55 to $75. 


The B. L. Marble Chair Co. 

The B. L. Marble executive chair 
pictured opposite is that company’s 
model No, 4012%. 

Construction, Selected solid woods. 

Seating Features. This chair is 
equipped to permit several adjust- 
ments. The seat height can be set from 
17 inches to 214) inches. The height 
of the back rest is adjustable from 194 
inches to 214% inches. Back tension is 
adjustable, and the back tilt is adjust- 
able forward or backward, The width 
of the seat between arms is 20 inches. 
At the front it is 24 inches across. The 
seat is constructed with what the man- 
ufacturer calls a “flexibase” and foam 
rubber. 

Dimensions. Height, 37 inches to 39 
inches; width, 26 inches; depth, 27 
inches, 

Finishes. As the company expresses 
it, “any known finish applicable to 
wood,” 


Get Set for a Lifetime 
of [Jeal Working Comfort 


For a small investment, you can turn your 
| oMce into IDeal working quarters . . . a 
place improved in efficiency and comfort! 

That investinent is the purchase of new 
| Indiana Desks for you and your office force. 
| The investment is small because you cen 
| euertioe it over your entire lifetime, never 
requiring a replacement for your ID desk. 
| Indiana Desks are built of selected woods 
| for utility, durability and attractiveness. You 
| will be proud and happy to have them in 
your office. 

At your first opportunity, drop in and 
| discuss this with your indiana Desk Co. 
| dealer. if you haven't his name, write us. 


, 


JASPER, INDIANA + US.A 
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General Fireproofing model 3507 


Upholstery. A variety of top grain 
leathers and fabrics, in a wide range of 
colors. 

Other Models. In addition to other 
models, the company is now offering a 
“Convertible” line of chairs with inter- 
changeable seats and backs of walnut, 
oak, maple, and Marblcote: the up- 
holstered pieces are covered in Nauga- 
hyde, medium buff, and top grain 
leathers. One of the chairs of this line 
was pictured in the “New for the Of- 
fice” section of the December issue of 
this magazine, on page 44. 

Price. Of the chair illustrated, ap- 
proximately $235, Twenty other mod- 
els are available at prices from $100 to 
$300. 


Maso Steel Products 
Maso’s steel chair suite has recently 
been augmented by the introduction 


Domore model No. 635 


Hamilton model No. 18-STA 


of the junior executive posture chair, 
No. 1075, which is shown on page 67. 

Construction. Steel, except that the 
base is of heavy die-cut aluminum. 

Seating Features. The new model 
has five seating adjustments: the seat 
may be adjusted as to height, the back 
rest may be moved in and out or up 
and down, the tension of the back rest 
may be controlled, and the tilting ad- 
justment is made automatically by 
means of a Seng “Syncro-Tilt” control. 
The cushioned seat is built around a 
helical, coil spring structure, and the 
back rest and arms are padded with 
Goodyear “Airfoam” latex rubber. 

Finishes. Baked-on enamel in grey, 
green, or brown. 

Upholstery. The available coverings 
include Claremont and Naugahyde in 
any of five colors. 

Other Features. The chair rides on 


Art Metal model No. 725 
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Aluminum Seating model SE-775-DA 


soft rubber, double ball bearing casters. 
The base is equipped with chrome 
plated scuff plates. 


Metal Office Furniture Co. 

This company’s “Steelcase” line of 
office furniture is represented in this 
section by a picture of the No, C-191 
executive posture chair, which appears 
on page 70. 

Construction. Steel. 

Seating Features. This chair has a 
seat height of 18 inches, which may be 
adjusted four inches upward, The 
back, which has a height of 19 inches 
above the seat, can be raised one and 
one-half inches. It is 18% inches wide 
and 17 inches high. The seat is 21% 
inches wide at the front, 19% inches 
wide at the back, and is 19% inches 
deep. It is covered with foam rubber 
over helical springs, and the back has 


Co) pe 


Dixie Chrome model No. 620 
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Tools of the Office 


a foam rubber pad. In addition to the 
adjustments indicated, the chair is fit- 
ted with a double spring mechanism 
which permits the seat and back to 
move with what the company calls a 
“compensating action,” 

Dimensions. Height, 35% inches, 
adjustable; width, 27 inches. 

Finishes. Standard finishes are flat 
enamel, in metallic grey, mist green, or 
desert sage. Other finishes, including 
grained walnut and grained mahog- 
any, are available. 

Upholstery. “Steelcase” chairs are 
available with upholstery in 16 colors 
of Vinyl Naugahyde, eight colors of 
Elastic Naugahyde, eight of top grain 
leather, six of gros point, four of Bed- 
ford Cord, and two of Claremont. 
Other materials and colors can be o1- 
dered. 

Other Models, The Metal Office Fur- 
niture Co. manufactures an extensive 
line of chairs that includes other pos- 
ture chairs, swivel chairs, and side 
chairs, 

Price. The base price of this model 
is $150, varying with finish, upholstery, 
and delivery point. 

Delivery. Immediate for certain 
standard upholstery and color combi- 
nations; others within 30 days. 


Milwaukee Metal Furniture Co. 

This company’s executive posture 
chair No. M 8000 appears in a photo- 
graph on the following page. 

Construction. Steel. 

Seating Features. Adjustments possi- 
ble on this chair include a seat height 
range from 17!% inches to 2014 inches, 
a back rest height range from 14% 
inches to 17 inches, forward-backward 
positioning of the back rest, and con- 
trol of back tension and back tilt. The 
seat is 181 inches deep, and the width 
between arms is 20 inches. The seat 
is equipped with a Marshall type spring 
unit, covered with a one-inch slab of 
foam rubber. Slab rubber is used in 
one-inch thickness on the back’ rest, 
and in one-half inch thickness on the 
arm rests. 

Dimensions. Overall height, 32 
inches to 374 inches. 

Finishes. Baked enamel 
green, brown, and tan. 

Upholstery. Naugahyde, or a com- 
bination of Naugahyde and Claremont 
fabric; top grain leather or a combina- 
tion of top grain leather and gros point 
fabric. Available colors are green, 


in grey, 
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brown, red, and grey. 

Price. $130 list, for the chair as 
shown. The price varies with the up- 
holstery, finish, and delivery point. 

Delivery. Immediate. 


Murphy Chair Co. 


On page 70 is a picture of the Mur- 
phy Chair Co.’s executive posture chair 
No. 285, 

Construction. Wood, either walnut 
or oak. 

Seating Features. Several controls 
make this chair adaptable to the re- 
quirements of the user. The seat height 
is adjustable, as is the height of the 
back rest. The back tilts subject to the 
control of a “Syncro-tilt” mechanism, 
and the tension of the back may be 
varied. The seat has a nine-coil spring 
unit, covered with foam rubber. Rub- 
berized hair is used in the back and 
arms. The height of the back is 18 
inches, seat width is 20% inches, and 
seat depth is 19 inches. The back is 
“posture shaped.” 

Finishes. The chair is of walnut or 
oak, finished in walnut, mahogany, 
light oak, or softone oak. 

Upholstery. The chair is available 
with Naugahyde and top grain leather 
covering. These are offered in green, 
red, brown, tan, and in pastel shades. 

Other Features. The chair is equipped 
with two-inch soft rubber ball bearing 
casters. 

Other Models. Among other Mur- 
phy chairs is the matching side chair, 
with arms, No. 284. 

Price. Of the model shown, $115 up, 
varying with upholstery, finish, and 
delivery point. 

Delivery. Immediate. 


Riteform Chair Co., Ine. 

The Riteform Chair Co. has recently 
brought out a new posture chair, No. 
434. This chair is pictured on page 64. 

Construction. The base is of cast alu- 
minum, the frame of square tubular 
steel. 

Seating Features. This “Jaycee” pos- 
ture chair has several adjustments to 
adapt it to the needs of the occupant. 
The seat height and seat depth are both 
adjustable, the height of the back rest 
can be varied up to three inches, and 
back tension can be set between limits 
of “easy” and “rigid.” Seat cushioning 
is provided by the use of coil springs. 

Finishes. The standard finish is 
“Alumna Grey” baked enamel. Enamel 
finishes of green or brown are optional. 

Upholstery. \n the standard version, 
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Maso Steel Products model 1075 


Jasper Chair Co. model 884 


Indiana Chair Co. model 1411 


67 


ne Bs. 4S = | ae? Ot a cee ae. eee ie Saee Se Bedi: A ee) 5 EW We. “eae Se Ro ee: ae 

Lf] ee ie 2 oe a ee i ee + ? 

j e+ eS Sia ee - . ee : on 4 4 ba 
ie a ¥ 
er. 
S oe se 
at ey 
here ee 
AM f ocaeaee 
Mt ie %y 
2 a 
hi» _| 
Fis hd) 

| : Py cyl 

ey . | ms. ‘| 

a Pe a as Ee 

| Pah |. | 

im 

r sc | ee, 
ie i ye Pr 
ae —- i 7 

bet it a A 

: By wl 

e - ; i 2 iS 

: Hi ea a 

2 Se ee 

ys a | ae hoe ; 

’ : ' as Fo 

| a 
8 son 
nore 
a 
Aas A ze ~\ 

? 6 ee +E ieee 
ee) 
jie i 
oral 3 i 
oe 

m ‘a 
* eH il 
P x ts 
Li Wey: er) Ge 
: Aye, a es : 
e a 
yay “a “ Ee & oa 
es a 
af we 
te, se 
- 5 Seat 
ir bees te 
i, Ce peer | 3? ae oS Ce 
\ $ ia aa $i gs / af + 
Sa {hese 
ee on Ss a, 
i ‘Ar | oe , Bt 
: Sas 
2 » Pa 
: ‘ees 
, Be 4 
2 
4 ) hy 
Hee 
EDN ; 
“ae 
« my 
” Pi. 
' ofa 
t ie 
4 : fa ea 
yh ae “ 
| aie ae, 
. + ee ee Fi. resp 
‘ . * f a a 4 * 
: ; Be ty 
(—_—_ = 
é : r re 
a ° - ‘ glee 
ie aa) a < cited 
ie, =) a 
tai Siete. a 
> Lr? : 
sea. 
. *; 
a 
fe 
se 
FC ee | ree 
ss 
ne 
. Le 
eye we 
“i 
7 a, oe ee s eo) eee ae ee el = 
f 5 1 oe " ; ss d i - 2 ae bs | oe Hee A Plea 0 a Jia crs ve ae ae ow : ea x ‘ sn § a .? Ri “iia 5 “ ar 
5 Pe te rR: ee = of ee aed a ed fee “ a Bt ee, Moc! er aes! ) ene ht 1% ce i: ae a re os oe Piss a: « fi 


Wells Chair Corp. model 230 


High Point model 221 


Royal Metal model 1230-N 


this chair is upholstered in perforated 
Naugahyde. Gros point, Claremont, 
Kalistron, and other coverings can be 
ordered. 

Other Features. The chair is equipped 
with two-inch ball bearing casters. 

Other Models. Riteform also manu- 
factures a complete line of office and in- 
stitutional chairs. Many of these are 
available with brushed satin aluminum 
bases; others are of steel construction. 

Price. For model No. 434, as shown, 
with grey finish and Naugahyde up- 
holstery, $59.95. The price varies up- 
ward with materials and finishes. 


Delivery. Immediate. 


Royal Metal Mig. Co. 

Roya) Metal’s extensive line of chairs 
is represented on this page by a picture 
of the No. 1230-N executive chair. 

Construction. Square tubular steel. 

Seating Features. The seat height is 
adjustable from 17 inches to 23 inches, 
while the back and seat tilt as one unit. 
The chair has an hourglass coil spring 
seat with a roll-front design. The 
shaped back is padded, and the arm 
rests are upholstered to match. The 
seat measures 19% inches by 17% 
inches, the back, 16% inches by 10 
inches. 

Finishes. This chair, like other Royal 
Metal chairs, is finished in Plastelle, a 
liquid plastic enamel, baked on. It is 
available in grey or green, and in spe- 
cial colors as ordered. 

Upholstery. Super-Tuftex leatherette 
in 20 colors, Vin-L-Grain in six, and 
Royalpoint cloth in seven. The com- 
pany also upholsters chairs in top grain 
leathers. 

Other Features. The chair is fitted 
with rubber scuff plates and ball bear- 
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ing casters. 

Other Modeis. The company manu- 
factures several] other executive chairs, 
including swivel, side, and arm models. 

Prices. Of the model shown, $59.50 
in Super-Tuftex upholstery, $64 in 
Vin-L-Grain, Other executive chairs 
are priced upward from $52.50. 

Delivery. In 30 days. 


Frank Seerbo & Sons, Inc. 

The Chippendale chair shown on 
page 47 is the model No. 395 revolving 
chair from the Scerbo line. 

Construction. Hardwoods, including 
oak, walnut, and mahogany. 

Seating Features. This chair has a 
seat of coil spring construction with 
webbing; it has a hair filling covered 
with cotton felt. The seat and back 
tilt as a single unit. Seat height is 18 
inches, adjustable, seat depth is 20, 
inches, and the back rest has a height 
of 22 inches. 

Dimensions. Height, 40 inches; 
width, 25 inches; depth, 28 inches, ap- 
proximately, 

Finishes. The manufacturer states 
that any finish is available, including 
oak, walnut, mahogany, teak, and 
others, 

Upholstery. Top grain leather of any 
color. 

Other Models. The Scerbo line in- 
cludes a wide range of chairs. 

Price. Of the model illustrated, 
$188.88, list. 


Delivery. In about two weeks. 


The Shaw-Walker Co. 
The Shaw-Walker line of executive 
chairs includes the high-back swivel 


r. 


Milwaukee Metal model M8000 
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Taylor model 4815'% 


chair No. B-328 shown at the right. 

Construction. American black wal- 
nut, 

Seating Features, The seat and back 
tilt as one unit. The chair is heavily 
cushioned: the seat is double uphols- 
tered and the arms are heavily padded. 
The back is of unusual height. 

Finishes. Walnut or mahogany. 

Upholstery. Top grain steer hide in 
a wide range of colors. 

Other Features. The base is covered 
with rubber sheathing to protect the 
wood against scufiing. The casters are 
large, and they swivel on two separate 
races of steel balls. Soft rubber casters 
are used but hard casters may be 
ordered for use on carpeting. 

Other Models. Similar to this chair 
is the model No. B330, the difference 
being that No. 330 has a back of 
standard height. Matching side chairs, 
with or without arms are also offered. 
In addition, Shaw-Walker produces a 
line of “Correct Seating” chairs made 
with aluminum bases and using wood 
slats in the backs. Wood is also used 
for the arm rests in certain models, 
and the seats may be of foam rubber 
or wood. Side chairs, with or without 
arms, are available to match. 

Prices. Of the mode! No, 328; $190. 
Prices of other models vary with speci- 
fications. 


The Sikes Co., Ine. 

Av the right will be found a picture 
of the model No. X-135 executive chair 
manufactured by The Sikes Co. 

Construction. Wood, including wal- 
nut and oak. 

Seating Features. This chair may be 
adjusted to suit the occupant in the foi- 
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Sturgis model 1800-J 


lowing ways: The height of the seat 
can be altered from 17, inches to 20% 
inches. The height of the back rest 
can be adjusted from 19'4 inches to 
21 inches, Back tension and back tlt 
can also be controlled. The seat, which 
is 184 inches deep, is covered with 
foam rubber, as is the back. 

Finishes. Walnut or oak. . 

Upholstery. The back is upholstered 
in top grain leather and the seat in gros 
point fabric. 

Other Models. Other Sikes chairs in- 
clude the models Nos. 142 and 145, 
which are slightly smaller. 

Prices. Of the model shown, $225; 
of the models Nos. 142 and 145, $150. 


The Sturgis Posture Chair Co. 

The Sturgis “Senior Executive” chair 
No. 1800-G is pictures above. 

Construction. A feature of Sturgis 
chairs is the fiber glass base. The manu- 
facturer states that fiber glass, weight 
for weight, is stronger than steel. It is 
sufficiently flexible to level off auto 
matically on uneven floors, and it has 
no finish to be scuffed off. The frame 
of the chair is of steel. 

Seating Features. The tilting seat ro- 
tates on a nylon thrust bearing which 
absorbs the weight and takes the pun- 
ishment of the swiveling action, The 
seat is cushioned with foam rubber 
over coil springs. The arm rests are 
covered with foam rubber and the back 
rest has interlaced springs. 

Finishes. The fiber glass base does 
not require a finish in the usual sense. 
The material is molded and finished 
in such a way as to require no varnish 
or other coating. The steel parts of the 
chair are finished in “Sturlon.” Nu 
merous colors are obtainable. 


Shaw-Walker model B-328 
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Sikes model X-135 


Worden model C-505 
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Metal Office Furniture Co.'s 
model C-191 


Home-O-Nize No. 66 cabinet 


Upholstery. "This chair is available 
in a wide range of materials and colors. 

Other Models, The Sturgis line in- 
cludes other executive chairs, arm 
chairs, and side chairs. 


The Taylor Chair Co. 

Taylor’s model No. 48154 chair is 
shown in an illustration on page 69. 

Construction. Walnut. 

Seating Features. This chair is 
equipped with Taylor’s ‘follow 
through” back, a special feature of 
Taylor chairs. The seat height is ad- 
justable from 18 inches to 21 inches 
and the height of the back rest from 
22 inches to 24 inches. The depth of 
the seat is 20 inches, The seat and back 
are covered with molded foam rubber. 
Foam rubber is used also on the arms. 

Dimensions. Width, 214 inches; 
depth, 20 inches. 

Finishes. The chair is available in 
any finish desired, including walnut 
and quartered oak, 

Upholstery. This model is uphol- 
stered in a combination of leather and 
gros point fabric. Leather, including 
top grain leather, is used on the back, 
and fabric on the seat. The leather is 
obtainable in 24 stock colors. 

Other Models. Taylor manufactures 
a long line of wood chairs in modern 
and traditional styles. Arm chairs, 
swivel chairs, and side chairs are in- 
cluded, 

Price. $264.50, full list. 

Delivery. In two weeks. 


Wells Chair Corp. 


Of the line of chairs manufactured 
by the Wells Chair Corp., the executive 
model No. 230 is illustrated in this sec- 
tion. The picture will be found on 
page 68. 

Construction. Metal, with a satin 
aluminum base. 
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Murphy Chair Co.’s model 285 


. ~ 


~ - 


Seating Features. Adjustments pro- 
vided to adapt this chair to its occu- 
pant’s needs include a seat height ad- 
justment from 18 inches to 22 inches, 
a four-inch range of seat depth con- 
trol, and three inches of variation in 
back tension and tilt. In addition, the 
seat itself has a one-inch tilt. The cush- 
ioning used throughout is latex foam 
rubber. 

Dimensions. Height, 37 inches to 
41 inches; width, 19 inches between 
arms; depth, 20 inches. 

Finishes. Enamel in green or grey. 
The base is satin aluminum. 

Upholstery. Elastic Naugahyde, deep 
buff and top grain leather, Newport 
and gros point fabrics are obtainable 
in red, green, grey, brown, avocado, 
and ox blood colors. 

Other Models. Wells also manufac- 
tures a line of junior executive chairs, 
which are similar but generally smaller, 

Prices. Of the model illustrated, 


(To page 75) 
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STEEL TRANSFER CASES 


Priced so low you now can afford to use steel files instead of 
cardboard. Can be used as an active file as well as a transfer 
case. 


Made of a heavy gauge furniture steel, electrically welded 
throughout. 


Equipped with brass card holder and wide steel handle. Extra 
heavy formed reinforcing channels run full length of case inside. 
Olive green or Cole gray baked enamel finish. 


Files can be interlocked into solid batteries. Will last a lifetime. 


-— INSIDE DIMENSIONS —— Packea Packed 


Width Height Depth Singly 2 to a carton 


_ No. C112 Letter Size. . 12%" 10%" 24” $8.45e0. $7.95 ea. 
No. C115 Legal Size. . 15%” 10%” 24” 9.45 ea. 8.95 ea. 
No. C110 Check Size. . 10%” 4%" 24” 7.45 ea. 6.95 ea. 


Spring compressor follow block for above ........ No. cass $1.90 
Files equipped with locks add $2.10 to above. 
Steel Sanitary Bases for above files ..... Rie he we ae $4.99 


No. C110 


‘or 


(Two to a carton) 
Single units $7.45 eo. 


(Two to a carton) 
Single units $8.45 ea. 


('ole’ 


STEEL FILING CABINETS 


Made of heavy gauge furniture steel, electrically welded through- 
out. Smooth gliding ball-bearing rollers for easy action even 
when heavily loaded. Files can be interlocked into solid batteries. 
Olive green or Cole gray baked enamel finish. 


-— INSIDE DIMENSIONS — Packed Packed 
Width Height Depth Singly 2 to a carton 


No. 1200 Letter Size .. 12% 10%” 24” $10.50¢ea. $9.95 ea. 
No. 1500 Legal Size. . 18%" 10%” 24” 11.50ea. 10.95 ea. 


Spring compressor follow block for above ........ No. case $1.90 
Files equipped with locks add $2.10 to above. 
Steel Sanitary Bases for above files... .....-.22-200- $4.99 


q LE 


Prices slightly higher in Texas, Colorado and West of the Rockies 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


SEND FOR OUR LATEST CATALOG 


285 Madison Avenue 


i 


No. 1200 


59% 


(Two to a carton) 


Single units $10.50 ea. 


STEEL EQUIPMENT COMPANY. 
ew York 17, New York 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos canbe located § Save money, transfer into low cost Prontos 


hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. , scm — 


SANITARY BASES 
for all size files %3*° 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 
solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


~—— pronto 
CHECK size $240 Re 
Prices slightly higher in Texos, | s T Qa FR A G & Fi L E s | 


Colorado ond West of the Rockies. 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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$137.50. The junior executive line 
ranges upward in price from $38.15. 
Delivery. Immediate. 


The Worden Co. 

The Worden executive chair illus- 
trated on page 69 is identified as model 
No. C-505. 

Construction. This chair is of wood 
construction. 

Seating Features. Seat height is 18 
inches and seat depth is 20 inches. The 
seat and back tilt as one unit, and the 
tension is adjustable to suit the indi- 
vidual user. The seat is of spring con- 
struction, 

Dimensions. Height, 36 inches; 
width, 21 inches; depth, 20 inches. 

Finishes. The chair is available in 
walnut, mahogany, oak, and blond oak 
finishes. 

Upholstery. Leather in any color. 

Other Models. The No. C-500 arm 
chair, which matches the swivel model 
shown, is one of a number of other 
chairs in the Worden line. 

Price. This chair is considered to be 
part of a pair with the No. C-500. 
Price, $150 to $200. 

Delivery. One week to ten days, 


Supply Cabinets 


Akro-Mils, Ine. 

Akro-Mils manufactures a line of 
combination steel and plastic cabinets 
known by the trade name “Haz-Bin, 
Jr.” The model J-32-5 cabinet is _pic- 


Perkins 32-drawer cabinet 


January, 1954 


OFFICE MANAGEMENT 


Tools of the Office 


tured at the right. 

Description, Haz-Bin cabinets are of 
welded steel construction. Most of the 
models have enclosed steel backs with 
key-holes for hanging on the wall. 
They also have rubber feet. 

The larger drawers are of steel, zinc 
bonded clectrocoated. The smaller 
drawers are molded of transparent 
styrene plastic to permit a view of the 
contents. They can be subdivided by 
means of removable partitions. A wide 
variety of drawer combinations is pos- 
sible. 

The model illustrated has eight 
plastic drawers and six steel drawers. 
Larger combination models have as 
many as 80 plastic and 12 steel drawers, 


All-Steel Equipment Inc. 

All-Steel’s model 3487 storage cabi- 
net is shown on the next page. 

Description. This cabinet is of steel 
with a frame construction reinforced 
at the angles, channels, and base. ‘The 
hinges are of the concealed pin-type, to 
improve the appearance of the cabinet 
and to facilitate cleaning. 

The four shelves are adjustable with- 
out the use of tools. 

The finish is baked enamel in either 
grey or green and the hardware is die 
cast and chrome plated. 

The cabinet measures 36 by 18 by 78 
inches. It is also available with a 24- 
inch depth. 

Delivery. Within 30 days. 


Art Steel Sales Corp. 

Art Steel uses the trade name “Steel- 
master” for its line of steel office equip- 
ment. Its storage cabinets are known 
as Steelmaster “Storagers.” Shown on 
page 76 is the No. 1230 cabinet. 

Description. The model 1230 has 
30 drawers, each measuring 11% by 
9% by 3 inches. The cabinet is of 
steel. Other models have varying com- 


General Industrial “See-Thru” cabinet 


Midwest Metal Mfg. Co. 
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Supreme Steel Products’ No. 190 cabinet 


binations of drawers and storage shelves 
in a variety of sizes. 

Cabinets of the Storager line are fin- 
ished in grey or green. 

Price. Of model 1230, $35.95 in the 
East. 


Cardinal Sales, Inc. 

Cardinal cabinets are made in stor- 
age, wardrobe, and combination 
models of various sizes. They are of 
reinforced steel construction with 
rounded corners. The shelves are 
adjustable. 

These cabinets have semi-flush hinges 
and satin chrome hardware and are 
finished in baked enamel in olive green 
or grey. The locks are separate from 
the handles. 

In addition to standard four-shelf 
cabinets of 78-inch, 72-inch, and 66- 
inch height, Cardinal offers a two-shelf 
desk-high cabinet 30% inches high. 


Cole Steel Equipment Co., Ine. 
The Cole Steel cabinet pictured on 
page 75 is the model 349L. This is 
one of a variety of storage cabinets 
manufactured by this company. 
Description, The manufacturer calls 
this model a “safety cabinet.” It is of 
heavy steel and is equipped with a two- 
way locking device, the purpose of 
which is to prevent petty pilferage. 
This model has two adjustable 
shelves. The cabinet is 374 inches 
high, 304, inches wide, and 17 inches 
deep. It is finished in either grey or 


Art Steel’s No. 1230 “Steelmaster Storager” 


OFFICE MANAGEMENT 


olive green baked enamel. 

The company also produces safe- 
type storage cabinets, combination 
wardrobe and storage cabinets, and 
cabinets with from 14 to 27 storage 
drawers. 

Price. Of the model shown, $45. 
With a combination lock instead of the 
key lock it is called model 349Y and 
is priced at $54.95. 


Equipto, Div. of Aurora 

Equipment Co. 

Equipto’s No. 11 drawer unit is 
shown on page 70 as representative of 
that company’s line of supply cabinets. 

Description. This model is a small 
parts cabinet. It has 18 drawers, each 
measuring 5% inches in width, 3% 
inches in height, and 11 inches in 
depth. The total width of the cabinet 
is 34 inches; its height 13% inches, and 
its depth 12 inches. 

Two crosswise dividers are supplied 
for each drawer, with additional di- 
viders available. Each divider has a 
label holder. Each row of drawers rests 
on a full shelf, to prevent binding of 
lower drawers. The drawers have wide 
handles and label holders. Positive 
stops are provided to prevent accidental 
removal of the drawers. 

The cabinet is finished in bonderized 
baked enamel. 

Price. $29.94, f.0.b., Aurora, Ill. 

Delivery. Immediate. 


General Industrial Co. 
The “See-Thru” line of cabinets 


January, 1954 


f a : ’ eo 
~~ Se 
the jo al ee Ave ae i 
a Pos) 
; 6 vce 
: ‘i ne 
iw a 
=f na 
: —. ‘ 
Parker Steel’s No. 72DS cabinet 
ER . 
the | one i ; 
a eter ; 
| | ah TN : eae 
‘# ! ; wor a 
| | A | | | 
(per \ ‘ 
eae. ye 
| a 
_ i ~ } 2 
TN eee eee 
oe cinaedeticn cela ane en | 
" , -_ ae ee, A 
. a bem cement i : —_ — , . 
- Ss ‘if . i*| toe ig i “dag 
a ee as ail ua & a oo 
a i igs oa eal i ee! 4 }, ; ee ~ sabi - : 
ae pa OC le —— | coe | 
* , ae = i’ -— | 
yy : hig } g a i” - H < — 1% , 
; bred me ae a : % j 
| ae — Pa ae Be | pak SS 
; ; : ‘ J ; q a / fs ee - “ ; 
— mo — | | i ‘ 
Ha) = oe : q re : rh e - | fa j os 
i + ‘tes . 7 a i ot ; 
7 eer g “Te a > Bz 
| | = oo FO 
Bs * 
= OO CSC—C“C:sSCSCSCiés Pe —C“C;wsSCSC‘Ciés 
i; 76 eC PS 
es . Se ' ai y , } : } 4 a Bic Ar it Soe ae a 
be aie ee Te ‘ med ia P eee pare”. pce: ne oe a ms “ a eee - abe eae bie a, se! 
ae en |e se i 
: Se. Gs Se oe a Fe. a. ee, URE SS) igo RE ame fs 


with drawers of transparent plastic is 
manufactured by the General Industrial 
Co. A 20-drawer model from this line, 
the No. J-20, appears in a photograph 
on page 75. 

Description. Each of the 20 trans- 
parent drawers measures 5% inches in 
length, 2% inches in width, and 1 7/16 
inches in height. The cabinet stself is 
10% inches in height, 12% inches in 
width, and 6 inches in depth. It is of 
steel throughout, welded, and has a sil- 
ver-grey hammer finish. It is equipped 
with rubber feet. Adjustable drawer 
dividers and identification labels are 
provided. 

Other models are offered, in sizes 
ranging from eight to 128 drawers. 
Drawers are available in different sizes, 
some of metal. More than 750 com- 
binations are possible, 


The Home-O-Nize Co. 

The Home-O-Nize storage cabinet 
illustrated on page 70 is that company’s 
Model 66. 

Description. Model 66 is a medium- 
size storage cabinet which is 66 inches 
high, 26% inches wide, and 14 inches 
deep. It has five shelves, three of which 
are adjustable. 

This cabinet has double doors and 
it is provided with a cylinder lock. 
Shipments are made with the cabi- 


net set up. 
Price. $41.95 list. 
Delivery. Immediate. 


Lyon Metal Products, Inc. 

Lyon Metal Products’ No. 1000 stor- 
age cabinet appears in a photograph on 
page 70. 

Description, Model 1000 is a double- 
door cabinet with four adjustable 
shelves. Adjustments can be made 
every two inches without the use of 
tools, and extra shelves can be added. 

The cabinet is 36 inches wide, 21 
inches deep, and 78 inches high. It is 
also available in a combination using 
half shelves in one section while the 
other section is designed for full length 
clothing storage. 

The cabinet 
baked enamel. 


Midwest Metal Mfg. Co. 

This company has introduced a new 
line of cabinets and wardrobes equip- 
ped with “Radius Corners” to match 
the modern design trend. A typical 
model is shown on page 75. 

Description. This is a double-door 
storage cabinet, of steel construction, 


is finished in green 
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spot welded. The doors are insulated 
and have a lock in the handle. 

Cabinets of this series are finished in 
baked enamel. Available colors are 
olive green and grey. 


Parker Steel Products, Inc. 

Model No. 72DS from the line of 
steel storage cabinets manufactured by 
Parker Steel Products, Inc. is shown 
on the opposite page. . 

Description. This is a double-door 
cabinet of steel construction, electrical- 
ly welded throughout. It is 72 inches 
in height, 36 inches in width, and 18 
inches in depth. Heavy gauge metal 
is used, reinforced throughout with 
full height center reinforcements. The 
four shelves are adjustable every two 
inches. The doors are equipped with 
a three-way locking device and are fit- 
ted with a Yale & Towne lock, with 
the lock in the handle. 

The interior parts of this cabinet are 
interchangeable. Thus, it can be readi- 
ly converted into a wardrobe cabinet 
or a combination wardrobe and storage 
cabinet. 

The cabinet is finished in baked 
enamel in olive green, grey, grained 
walnut, or mahogany. A single door 
model is also available, and other mod- 
els include single- and double - door 
counter height units, and a single-door 
desk height unit. Other cabinets of 
the same size as that illustrated are 
available for wardrobe or combination 
wardrobe and storage uses. 


Perkins Products Inc. 

On page 75 appears a picture of an 
all-metal cabinet for small items. This 
is a new model offered by Perkins 
Products, Inc. It is a 32-drawer unit; 
a 16-drawer cabinet is also available. 

Description, The drawers, which are 
made of aluminum, measure 1% by 
2% by 5% inches, and each drawer 
front has a recessed panel for label pur- 
poses, together with a tab-style handle. 
Each drawer also is equipped with di- 
viders which subdivide the drawer 
space into three compartments. 

Both cabinets are 12% inches wide 
and 6 inches deep. The large unit is 
15% inches high, the small unit, 7% 
inches, 

Prices. For the 32-drawer cabinet, 
$9.95, for the 16-drawer model, $5.95. 


Simplex Metal Products Inc. 
This company manufactures storage 

cabinets in several sizes, in addition to 

combination storage and wardrobe cab- 
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inets, wardrobes, lockers, 
parts bins, and other products. 

Description. The No. 7218-S storage 
cabinet is of heavy gauge steel and is 
equipped with reinforced double doors. 
The hardware is of polished chrome 
and the doors are provided with a lock. 
This model has four shelves, adjustable 
on two-inch centers; extra shelves are 
available. The dimensions of the cabi- 
net are: height, 72 inches; width, 36 
inches; depth, 18 inches. Model No. 
7224-S is similar, except that it is 24 
inches deep. Model No. 7824-S is 78 
inches high, 36 inches wide, and 24 
inches deep. 

The company also manufactures two 
single-door models, 


shelving, 


All cabinets are finished in baked-on 
enamel, Available colors are grey and 
green. 


Supreme Steel Products, Inc. 

The Supreme Steel Products cabinet 
pictured opposite is one of the more 
recent items in that company’s line, It 
is identified as the No. 190 storage cabi- 
net. 

Description, This cabinet is 24 inches 
wide, 30 inches deep, and 52 inches 
high. It is a single<loor model. 

A feature of the construction of Su- 
preme Steel cabinets is the clipping 
method of assembly, which permits 
fast but rigid assembly, yet allows the 
cabinets to be shipped knocked down. 
This in turn reduces the cost of trans- 
portation and warehousing. 

The green or grey finishes are baked 
on, 


Manufacturers’ List 


Executive Furniture 


All-Steel Equipment Inc. 

Aurora, Ill. 
Alma Desk Co. 

Drawer 271, High Point, N. C. 
Aluminum Seating Corp, 

17 S. Cherry St., Akron 8, Ohio 
Art Metal Construction Co. 

Jamestown, N. Y. 
Art Steel Sales Corp. 

170 West 233rd St., Bronx, N. Y. 
Barcalo Mfg. Co. 

166 Chandler St., Buffalo 7, N. Y. 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., N.E., 

Canton 5, Ohio 
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Blair Aluminum Furniture Co. 
Marietta, Ga. 

Browne-Morse Co, 

Muskegon, Mich. 

Carlton-Surrey, Inc. 

11 Commerce Ave., S.W., 
Grand. Rapids 2, Mich. 

Central DeskeCo. 

454 N. Armour St., Chicago 22, Ill. 

Champion Furniture Co., The 
P.O. Box 2462, Hickory, N. C. 

Clemco Desk Mfg. Co., Inc. 

Box 266, Bloomfield, Ind. 

Cole Steel Equipment Co., Inc. 
285 Madison Ave., 

New York 17, N. Y. 

Columbia Steel Equipment Co, 
Lincoln-Liberty Bldg., 
Philadelphia 7, Pa. 

Corry-Jamestown Mig. Co. 

Corry, Pa. 

Cramer Posture Chair Co., Inc. 
1205 Charlotte St., 

Kansas City 6, Mo. 

The Dauson Corp. 
522 W. Jefferson St., 
Louisville 2, Ky. 

Dependable Mfg. Co. 

434 Keeline Bldg., Omaha 2, Nebr. 

Dixie Chrome Products, Div. of 
Southern Consolidated Mfg. Corp. 
711 E, Ist St., Irving, Texas 

Do/More Chair Co, 

216 Monger Bldg., Elkhart, Ind. 

Doten-Dunton Desk Co. 

210 Broadway, Cambridge, Mass. 

Dunbar Furniture Corp. of Indiana 
Berne, Ind. 

Emeco Corp. 

Maple Ave. & High St., Hanover, Pa. 

Empire Chair Co. 

Johnson City, Tenn. 

Executive Furniture, Inc. 
911 S. Walker St., 
Oklahoma City 1, Okla, 

Fritz-Cross Co., The 
300 E. 4th St., St. Paul 1, Minn. 

General Fireproofing Co., The 
Youngstown 1, Ohio 

Globe-Wernicke Co., The 
5025 Carthage Ave., 

Cincinnati 12, Ohio 

Gregson Mfg. Co. 
Liberty, N. C. 

W. H. Gunlocke Chair Co. 
Wayland, N. Y. 

Hamilton Mfg. Corp. 

Columbus, Ind. 
Harrison Steel Cabinet Co. 
4718 W. Fifth Ave., Chicago 44, Ill. 


--" 
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Harter Corp, 
Sturgis, Mich. 

High Point Bending & Chair Co. 
P.O. Box 312, Siler City, N. C. 


Hoosier Desk Co. 


310 Mill St., Jasper, Ind. 
Huntington Chair Corp. 

Box 2111, Huntington, W. Va. 
Imperial Desk Co. 

1312 W. Florida St., 

Evansville 7, Ind. 
Indiana Chair Co., Inc. 

Jasper, Ind. 
Indiana Desk Co., Inc. 

1201 N. Mill St., Jasper, Ind. 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wise. 
Jasper Chair Co, 

Jasper, Ind. 
Jasper Desk Co., The 

P.O. Box 111, Jasper, Ind. 
Jasper Office Furniture Co. 

13 & View Sts., Jasper, Ind. 
Jasper Seating Co., Inc. 

Jasper, Ind. 
Johnson Chair Co, 


4401 W. North Ave., Chicago 39, Ill. 


Knight Mfg. Co, 

3206 Ave. V, Wichita Falls, Texas 
Knoll Associates 

601 Madison Ave., New York 
Lehigh Desk Co., Inc. 

106 Duane St., New York 7, N. Y. 
Lehigh Furniture Corp. 

16 EF. 53rd St., New York, N. Y. 
Leopold Co., The 

914 Osborn St., Burlington, lowa 
Marble Chair Co., The B. L. 

Bedford, Ohio 
Maso Steel Products 


53 W. Jackson Blvd., Chicago 4, Ill. 


Metal Office Furniture Co. 
1491 Division Ave., S., 
Grand Rapids 2, Mich. 
Milwaukee Metal Furniture Co. 
101 N. Campbell Ave., 
Chicago 12, Ill. 
Miller Furniture Co., Herman 
Zeeland, Mich. 
Morval Corp. 
Herkimer, N. Y. 
Murphy Chair Co., Inc. 
Owensboro, Ky. 
Murphy-Miller, Inc. 
Owensboro, Ky. 
Myrtle Desk Co. 
High Point, N.C. 
National Cabinet Co. 
21-24 44th Ave., 
Long Island City, N. Y. 
National Desk Co., Inc., The 
801 Park Ave., Herkimer, N. Y. 
Niemann, Inc. 
330 E. Ohio St., Chicago 11, Il. 
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Ohio Chair Co., Inc. 
28 W. Madison Ave., 
Youngstown, Ohio 

Orna Metal Products Co. 

2412 S. 7th St., St. Louis 4, Mo. 

Peerless Steel Equipment Co. 
Unruh & Hasbrouck Sts., 
Philadelphia 11, Pa. 

Remington Rand Inc. 

315 4th Ave., New York 10, N. Y. 

J. K. Rishel Furniture Co. 

1201 W. 3rd St., Williamsport, Pa. 

Riteform Chair Co., Inc. 

2300 Ellis St., St. Paul 4W, Minn. 

Royal Metal Mfg. Co. 

175 N. Michigan Ave., 
Chicago 1, Ill. 

Frank Scerbo & Sons, Inc. 

536 Pearl St., New York 7, N. Y. 

Security Steel Equipment Corp. 

50 Manhattan Ave., Avenel, N. J. 

Shaw-Walker Co. 

Muskegon, Mich. 

Sikes -Co., Inc., The 
20 Churchill St., Buffalo 7, N. Y. 

Standard Furniture Co. 

S. Washington St., Herkimer, N. Y. 

Stanley Mfg. Co. 

2310 N. Main St., Ft. Worth 6, Tex. 

Stout Chair Co. 

Liberty, N.C. 

Stow & Davis Furniture Co. 
80 Front Ave., S.W., 
Grand Rapids 4, Mich. 

Sturgis Posture Chair Co., The 
154 E. Erie St., Chicago 11, Ill. 

Taylor Chair Co., The 
Bedford, Ohio 

Watson Mfg. Co., Inc. 

Jamestown, N. Y. 

Wells Chair Corp. 

P.O. Box 230, Michigan City, Ind. 

Wells Furniture Mfg. Co. 

Laurel, Miss. 

Western Mfg. Co. 
Aurora, Ill. 

Wilhite Mfg. Co., Inc. 

561 Surf St., Chicago, Ill. 

Worden Co., The 
200 E. 17th St., Holland, Mich. 

Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester 3, N. Y. 


Supply Cabinets 


Akro-Mils, Inc. 
820 E. Market St., Akron 9, Ohio 
All-Steel Equipment Inc. 
Aurora, Ill. 
Art Metal Construction Co. 
Jamestown, N. Y. 
Art Steel Sales Corp. 
170 W. 233rd St., New York 63 


(To page 82) 
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Still another in the growing list of 
electronic systems for the office is this 
“Speed Tally,” developed by Reming- 
ton Rand Inc., 315 Fourth Ave., N. Y., 
for John Plain & Co., Chicago mail 
order house. It is not a computer; in- 
stead, it keeps constant track of inven- 
tories. At any of ten keyboards an 
operator can feed into the machine the 
catalog number of any item and the 
quantity to be added or subtracted. 


‘The Speed Tally automatically regis- 


ters the current number of items in 
that category, and it does so at speeds 
greater than the combined efforts of 
the ten operators. At the right is one 
of the 10-key keyboards, and below is 
a general view of the installation; the 
“magnetic memory” is in the large 
cabinet in the background. 
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q In nearly two years, three-quarters 
of a million men and women have 
walked on this directional arrow lead- 
ing into the employees’ cafeteria of 
the Minnesota Mining & Mfg. Co., 900 
Fauquier St., St. Paul 6, Minn. The 
arrow is made of strips of the com- 
pany’s “Scotch” brand plastic tape No. 
471, a tape sold by the firm for mark- 
ing aisles, storage areas, directions, 
salety areas, and similar purposes on 
the floors of schools, offices, hospitals, 
and other buildings. The tape is still 
in good condition. The manufacturer 
says that the tape can be applied in a 
matter of minutes and that the job 
can be done by anybody. Areas 
marked with the tape can be used 
immediately, 
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> George W. Oliver, president of the a ea a a 
Office Executives Association of New bh vibes ; 
York, Inc., is shown accepting a check 
from David E, Griesemer, chairman of 

the Association’s 1953 National Busi- 

ness Show Committee. Mr. Oliver is 

at the right. The presentation was 

made at an OEA dinner meeting at 

the Belmont Plaza Hotel in New York. 

The National Business Show is spon- 

sored by the Association as an annual 

project and is held in New York each 

fall. Proceeds from the exposition are 

given over to the educational, research, 

and study activities of the OEA. These 

activities include a continuous survey 

and analysis of modern management 

techniques. The income represented by 

this check will help the Association to 

continue this work more intensively. 


q In the ballroom of Chicago's famous 

Palmer House are eighteen hundred 

new chairs of a special design recently 

purchased through Marshall Field & 

Co. of Chicago. The chairs were de 

signed by the Palmer House and manu- 

factured for them by the Ohio Chair 

Co., Inc., 28 W. Madison Ave., Youngs- 

* ali town, Ohio. The chair manufacturei 

“ihe a ea ogee CIR iy as nfs ores ie , has designated them as model No. 500. 

a ‘ —_— Wa) naa . oo A particular feature of the chair de- 

sign is that it permits them to be 

stacked eight high, a factor of impor- 

tance in the hotel field, or in auditor- 

iums and dining rooms where large 

numbers of people must be provided 

with movable scating accommodations. 

The Ohio Chair Co. has also supplied, 

through Marshell Field, seven hundred 

of these chairs for the Deshler-Hilton 
Hotel in Columbus, Ohio. 


p> A general takes up a new civilian 
post. Brigadier General Merle Halsey 
Davis, upon his recent retirement from 
the Army, joined the staff of the Clary 
Multiplier Corp., 408 Junipero, San 
Gabriel, Cal. Here he is shown at his 
first conference with his new employ: 
er, President Hugh L. Clary. Gen. 
Davis is at the left. In his new connec- 
tion with the business machine con- 
cern, Gen, Davis will serve as manu- 
facturing and engineering consultant. 
Mr. Clary expressed his satisfaction 
with the new appointment, saying, 
“we are fortunate to have a man of his 
outstanding technical and administra- 
tive abilities associated with us.” In 
his last Army assignment, Gen. Davis 
was Chief of the Industrial Ammuni- 
tion Branch of Army Ordnance. 
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mW NOW...use Low-cost \@ 
me STATEMENTS AND LEDGERS |W 


TAILOR-MADE FOR YOU! _@ 


' ——— en 


t par w. REVNOLDS CO 


' 

' 

4 ce 
' 
\ 


Let Reynolds & Reynolds save you money on tai- 
lor-made, perfectly registering, carbon attached Statement and Ledger 
forms at a new /ow-cost. This savings offer is possible, because of 
our years of experience in producing business forms to exacting speci- < 
fications on specially designed equipment. 


Call your local Reynolds & Reynolds representative, or attach the coupon 
below to copies of your present Statement and Ledger forms ard mail 
today! We will send quotations for producing forms tailor-made for you, 
and samples of forms produced for other customers. 


Please send complete information on your low-cost, tailor-made State- 
ments and Ledgers. We order these forms in the quantities indicated. 


| 
Pra " Led | 


Company 


Name 
BUSINESS FORMS SINCE 1866 Firm Name 
a... te a, 6 6hBhCOCOS: SS Address | 
FFICES IN MOST PRINCIPAL CITIES City State - | 
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Coming Events 


American Management Association 
Jan, 27-29 
: Marketing Conference 
Hotel Roosevelt, New York 
e 
Office Management Association 
of Chicago 
Mar. 8-11 
1954 OMAC Business Show 
Conrad Hilton Hotel, Chicago 


National Association of 
Cost Accountants 
Apr. 20-23 
Seventh Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
e 
National Office Furniture 
Association 
May 8-11 
1954 Convention 
Hotel Sherman, Chicago 
7 
American Management Association 
May 24-26 
Insurance Conference 
Hotel Statler, New York 


FOR EXAMPLE: 
Buckeye Ribbons /ast 
/onger; write smoother. 
Buckeye Carbons wear 
beter; print clean, 
Casy-he-vead copies. 


7209 St. Clair Ave., 


IS THE NEW YEAR 
Like BUCKEYE 


~ RIBBONS & CARBONS 7 
Guile - theres much to be done with both. 7 


BUCKEYE RIBBONS 2 CARBONS 


Tools of the Office 
Manufacturers’ List 
(Continued from page 78) 


Berger Mfg. Div., Republic Steel Corp. 
1038 Belden Ave. N.E. Canton 5, O. 


Cardinal Sales, Inc. 


5631 W. Madison St., Chicago 44, Ill. 


Challenger Steel Products Corp. 
350 Morgan Ave., B’klyn 11, N. Y. 
Cole Stee] Equipment Co., Inc. 
285 Madison Ave., New York 17 
Empire Steel Produtcs, Inc. 
26 Custom House St., 
Providence 3, R. I. 
Equipto Div., Aurora Equipment Co. 
Aurora, Ill. 
General Fireproofing Co., The 
Youngstown 1, Ohio 
General Industrial Co. : 


5738 N. Elston Ave., Chicago 39, Ill. 


Globe-Wernicke Co., The 
5025 Carthage Ave., 
Cincinnati 12, Ohio 
Hedges Mfg. Co. 
2931 Wentworth Ave., 
Chicago 16, Ill. 
Hillside Metal Products, Inc. 
262-270 Passaic St., Newark 4, N. J. 
Home-O-Nize Co. 
ad & & Oak Sts., Muscatine, lowa 


SUGGESTION: 
Why not give Buckeye 
the New Year's Test 2 
Can be an eye-opener. 
TRY BUCKEYE 
AND SEE. 


Cleveland 3, Ohio 


OFFICE MANAGEMENT 


- 2) * 


ee eee ae CT 


Interior Steel Equipment Co. 

2352 E. 69th St., Cleveland 4, Ohio 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wis. 
Jayem Sales Corp. 

31 Coffey St., Brooklyn 31, N. Y. 
Keystone Steel Equipment Co., Inc. 

1914 So. Water St., Philadelphia, Pa. 
Lion Steel Office Equipment Co. 

3070 Webster Ave., Bronx, N. Y. 
Lyon Metal Products, Inc. 

16 Madison Ave., Aurora, Ill. 
Maso Steel Products 

53 W. Jackson Blvd., Chicago 4, Ill. 
Midwest Metal Mfg. Co. 

1818 N. 18th St., St. Louis 6, Mo. 
Parker Steel Products, Inc. 

54-60 Columbia St., 

Brooklyn 2, N. Y. 
Perkins Products Inc. 

170 E. Market St., Alliance, O. 
Pines Mfg. Co. 

9222 Addis St., Dallas 19, Texas 
Quality Products Co., Inc. 

P.O. Box 3214, Charlotte 3, N. C. 
Security Steel Equipment Corp. 

50 Manhattan Ave., Avenel, N. J. 
Simplex Metal Products Inc. 

341 W. 38th St., New York, N. Y. 
Stansteel Corp. 

117-20 14th Rd., 

College Point, L. 1, N. Y. 
Supreme Steel Products, Inc. 

52-84 74th St., Maspeth, L. 1, N. Y. 
Top Flight Products Co., Inc. 

6224 S. Oakley Ave., Chicago 36, Ill. 
Victor Safe & Equipment Co., Inc. 


315 4th Ave., New York 10, N. Y. 


Books and Pamphlets 
(Continued from page \4) 


—— 


How to Write 240 WPM 
in Pitman Shorthand 

A new book which the writer claims 
to be the first on attaining high speed 
in Pitman shorthand published since 
1914 is now on the market. It was 
written by Morris I. Kligman, C. S. R., 
for many years an official court re- 
porter and a teacher of high speed 
shorthand at Hunter College. This 
280-page volume, called How to Write 
240 WPM in Pitman Shorthand, con- 
tains many short-cuts; in some cases, 
declares the author, from eight to 
twelve words can be written with one 
sweep of the pen. The book is avail- 
able at a price of $3.50 from Morris I. 
Kligman, U. S. Court House, 8th floor, 

Foley Square, New York, N. Y. 
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Accounting machines— 


(From page 26) 


basis, we have been discussing a spread from $2,000 to 
$150,000 annually, according to the machine. 

These prices emphasize the importance of evaluating and 
rethinking our work steps, 

Two of these work steps we have already called by their 
newest names: “input” and “output,” and they can bear 
a quick examination. 

The problem of output is simpler than the problem of 
input principally because there isn’t as much of it. Visualize 
the great mass of data that goes into bookkeeping systems 
and then think of the relatively small amount that comes out. 


Output on a mammoth scale is encountered generally | 


only in operations which precede a mailing operation involv- 
ing name and latest address plus a limited amount of up-to- 
date numerical information. 

From the standpoint of internal accounting, output is 
reasonably well solved right now. IBM’s No. 407 tabulator, 
for instance, operates at a rated speed of 9,000 lines an hour 
with 120 characters on each line, with most of the usual 
typewriter symbols available in each printing position. 

If one is concerned with output involving names and 
addresses, the Addressograph’s No. 9000 series performs 
satisfactorily at a rated speed of 6,000 impressions per hour, 
providing full stencil plate capacity with an adding machine 
list and the punching of holes in a tabulating card. 

The major problem remains on the input side, with the 
hope that rethinking can do a great deal to alleviate it. How 
standard are the source documents from which an operator 
key punches information? Have they been standardized 
to the point where a punched tape can satisfactorily make 
a recording at the time of original typing? How much 
mark-sensing are offices doing, or are executives still suspi- 
cious of the “magic pencil” that gives a clerk mastery over 
the accounting machines in a simple check-off motion that 
can be part of a verification? 

At Bankers Trust Company our work schedule right now 
includes more than 25 functions that use mark-sensed cards 
as automatic inputs. 


Input sources should be carefully surveyed; not tomor- 
row, or the day after—but today. Any improvement in 
them will hit punched card systems with the same impact 
as later on they may hit magnetic tape systems. 

Punched card and magnetic tape systems have another 
thing in common. They will respond to “know-how.” 

Know-how finds the one best way of doing things. When 
that one best way is established, it will undoubtedly have 
that peculiarity common to all good systems; its production 
schedule will be simple to understand. 

Such simplicity is a great asset, whether one is thinking 
in terms of staff training or of comprehension from the 
viewpoint of management. 


Whether or not an internal auditor derives any comfort | 


from contemplating this strange new world behind the 


scenes, depends on his temperament. Since punched card 
and electronic know-how in planning and production must 
by its nature extend to auditing, so perhaps a whole new 
type of job is being born—the electronic-trained auditor, 
who can go behind the veil, conduct his own tests, and be 
satisfied that output is true to input, and that he has not 
perpetuate | fraud with a loose wandering circuit. 
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Clockwork! 


Le 


STAONWAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 
—shipping, receiving, pricing, assembling, warehousing, inven- 
torying. Or if you need a special kind, tell us your problem—we're 
used to solving every kind! 


STAONAL marking and checking crayons ore gritless, waterproof, 
permanent, or semi-permanent, cs required. 


Far checking GENNSEOE 2c sc cccdesvoncecessvens STAONAL No, 1 
Hor marbling dhlae, Ha GE a i0s occas ovssrdecr STAONAL 1 CT 
For general marking and shipping ...........- STAONAL No, 2 
For marking glass and cellophane.............. STAONAL No. 4 
For marking leather, fabrics .......6.6555: .. .SSTAONAL No, 5 
For marking rubber ......scccccecvevcseccees STAONAL No, 11 
For marking wet or dry lumber ..... 66.660 0000% STAONAL No, 29 


SEND FOR FREE 


illustrated marking | BINNEY & SMITH CO. 
crayon price sheet 41 €, 42nd St., New York 17, N. Y. 
to Dept. TOM 


Celebrating 50 years of CRAYOLA® Leodership 
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GO PLACES with Weldon Roberts Enanann 


(Photo courtesy National 
Tourist Publicity Associ- 
ation for Ireland). 


BLARNEY... Yes and No 


The picture above, yes! See Blarney Castle, kiss the famous 
Blarney Stone, and Irish legend hath it that you'll have all 
the luck in the world! 


Don’t trust to luck, KNOW that you're getting the finest, 
best-suited erasers for your own partic- 
ular requirements; the erasers that 
Ireland and all the world know best 
and use most. Weldon Roberts Erasers 
Correct Mistakes In Any Language! 
At your regular supply dealer’s. 


399 TRI-PLY—the original, superior, 3- 
layer eraser for typists. Two outer plies of 
ved pencil-rubber, for smooth, clean erasures 
on originals and carbon copies; center ply of 


soft gray ink-eraser for a single letter or a 
complete line. 


930 ENSEMBLE (Pink & Gray 
Rubber). A combination eraser 
that does most everything. Handy, 
bias bevelled shape. off, pink 
encil rubber joined to soft, gray 
nk eraser. For ink, pencil and 
crayon erasing. 


SS Whlldon Roberts Groner 


‘i Gree? Glow 
Be 440 Sih Sen 


440 GREEN GLOW— Soft, smooth, 
pliable eraser in attractive green color for 
pencil erasures and cleaning work.’ Fea- 
tures the “‘stubby'’ shape with bevelled 
ends. For office, drafting, art, school and 
general use. (Large size, No, 44/.) 


Paneth 


JET ERASER —Convenient cylindrical stick eraser in attrac- 
tive, transparent plastic holder. Top unscrews so eraser can be 
moved outward. Red rubber for pencil erasing, gray rubber for 
ink. Pocket clip style for generai use. Brush whisk style for 
typists. Refills. Tops for typing, accounting, drafting, pro- 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World's Foremost Eraser Specialists 


Py aa ge ae ate SR 


Correct Mistakes in Any Language 


x. wy eS Sz, ft a 3 a 
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We would like to call attention to the fact that there is 
much unexplored ground in what is available in the present. 
Let us take that old-fashioned sedate system called punched 
card accounting. 

At Bankers Trust Company we recently restudied our 
installment loan procedure and came up with a new idea 
in punched card methods, 

An installment loan punched card system has the benetit 
of being able to post its ledgers with that dream of all meth- 
ods men—the pre-punched tabulating card, But there has 
always been a missing link—it has a familiar name—the 
historical ledger sheet. 

In our bank we have about 100,000 installment loans, but 
maintaining 100,000 punched card controls and 100,000 
transfer posting ledgers in a system of small monthly fixed 
amount payments has never been appealing, and our esti- 
mates showed an unattractive cost total. 

But suppose we could do the whole thing with 25,000 
control cards and 7,000 ledger sheets? The whole concept 
changes and becomes challenging. Here possibly is a really 
adequate low cost system, and if so, it is what we propose 
to do. 

It will be accomplished by maintaining the balances of 
four loans at a time on one control card, Similarly, four 
accounts will be transfer-posted from a single line by setting 
up that many accounts in tandem. Each block of these 
four accounts in tandem can be repeated four times to give 
us 16 complete historical records on each ledger sheet. 
| From the 25,000 control cards, furthermore, we can 
quickly and easily make an analysis of loans for reporting 
purposes. By using one of the new quick photographic 
systems we can provide inexpensive transcripts of any his- 
torical recor? which might be needed. 

We have not yet put this system into production, but our 
tests are so favorable that we are moving rapidly toward 
a pilot installation aimed at the conversion of our entire 
installment loan system. 

From the simplest clerical system to the most expensive 
magnetic tapes there will always be these new techniques 
which can be brought to light. They will be brightly illu- 
minated if we hold the magical torch of know-how high 
_ enough to disclose them. 

As we extend these new techniques and apply the faster, 
more versatile machines of tomorrow, the low-level office 
worker will be eliminated. 

The measure of achievement in developing an efficient 
office will be in direct proportion to the intelligence of the 
staff. The successful automatic office will evolve through 
the know-how of our own people rather than from the per- 
formance of machines. 


Computer conference scheduled 


The first High Speed Computer Conference ever held in 
the South will take place at Louisiana State University, Jan- 
uary 29-30, under sponsorship of the university, in coopera- 
tion with various business, research and engineering or- 


ganizations 

Electronic and other high-speed computing devices and 
equipment will be on exhibit during the three days of the 
conference, with experienced operators on hand to demon- 
strate how they work. 

Information on the conference may be obtained by writing 


Dr. Leon Megginson, care of Louisiana State University, 
Baton Rougy, Louisiana, 
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Art invades— 


(From page 28) 


is admiring or takes the form of “My three-year-old kid 
could do better than that.” Personal vanity, the purchaser's 
feeling that acquiring an original painting certifies him as 
a man of wider interests than the man with blank walls, or 
walls which carry only a reproduction, also plays its role in 
many initial purchases, But once the purchase has been 
made—providing the buyer has, for whatever reason, actu- 
ally selected something he likes, he’s an art buyer for life 
according to Mrs. Halpert. Whatever his original motives 
are, he keeps coming back to buy more paintings because 
he’s grown to like paintings. 

The instances of people buying paintings for reasons other 
than their own desire for good art are in the minority, how- 
ever, according to Mrs. Halpert. Most of her consistent cus- 
tomers are people who first started buying art for their 
homes, and then extended their purchases to their offices. 

There are factors, though, that make the purchase of origi- 
nal paintings particularly attractive for offices. Since no one 
can possibly guarantee an increase in value for any given 
painting, the Internal Revenue Bureau has no choice but to 
regard pictures as “furnishings,” which allows their pur 
chase for an office to be amortized, over a ten-year period. 
Other firms buy paintings, then use reproductions in their 
publications or in advertisements, which makes the cost of 
the painting a business expense, and therefore deductible. 

But, of course, actually, the paintings do not physically 
deteriorate at all, and may—as has happened so often—in- 
crease fantastically in value if the artist achieves sudden 
widespread recognition. Thus, buying good paintings by 
recognized modern artists, represents a deductible expense 
in the tax picture, a good investment—or at the very worst, a 
gamble by the purchaser on his own taste—for the future. 

Basically, however, the increasing interest in art in the 
office, led by such large-scale “collector” firms as the Miller 
Company, the Northern Trust Company, the Meta-Mold 
Aluminum Company, and the advertising firm of Earle 
Ludgin, has stemmed from the individual tastes of company 
executives, who felt that they wished to surround themselves 
with the same type of work in their offices as they had in 
their homes. 

According to Mrs. Halpert, this is a reversal of an earlier 
trend in which women, rather than men, were the first great 
collectors of contemporary art. She attributes much of the 
change to the effect of the war years when so many men 
realized for the first time that an interest in art was not ef- 
fete, and to the influence of the national picture magazines 
which have, through good reproductions of outstanding ex 
amples of modern art, created interest in it. Now, although 
women still are among the best buyers of new works, the 
number of male buyers almost matches them. 

She also believes that much of the current interest in art 
stems directly from the increasing emphasis on sleek, func 
tional lines in office furniture and furnishings. As office 
equipment becomes increasingly handsome, it only serves 
to emphasize a totally blank and monotonous wall. And re- 
productions of traditional or literal paintings, or bucolic 
“calendar art” would be as out of place in a custom-designed 
modern executive office, for instance, as would a roll-top 
desk. 

Then, too, there is the added factor, that the best repro- 
duction offers no possibility of an increase in value; the 
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Why Waste Office Time? 


KEE ox, 
“KOPY ALIGNER” 


COMBINES HIGHEST QUALITY CARBON 
PAPER PLUS PATENTED COLLATING FEA- 
TURE INSURING SPEED AUTOMATIC- 
ALLY PLUS EFFICIENCY WITH LESS 
FATIGUE. 


YOU CUT YOUR COLLATING COSTS 
YOU SAVE ON THE TIME 


Differem Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All 
Copies Clean while every sheet has astonishing wear. 
You may obtain Free Samples by contacting any of 
our 32 fully stocked Retail Branches in the U, 5. A. 
We also make Carbons for every use and ribbons of 
every color for every machine known to the market. 


Kee Lox Duplicator Supplies are £1 on the market. 


Just phone our Branch in your city for Samples of 
above Kopy Aligner or write to 


HOME OFFICE 


Kee Lox Mfg. Co. 


Rochester 1, N. Y., U. S. A. 


Above line for Export, write to Export Dept. above 
address, for information, free Samples and Exclusive 
Territory. Most complete and Highest Quality Line 
in the Industry. Quality that holds Customers and 
insures Profit. We know because we sell it retail. 
You get the same product. 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


CVG}, TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!” 


__ Blank Insert — 
Strips 
__ For Titles! — 


Amn : 
“Accurately | Saves 56% Typing Time ” 
__ Spaced — On Typing 1, 2 or 3 Line Titles 


For @ Typing is Faster, Easier 
@ Always On a Straight Line! | 


Typewriter Use.” @ Titles Are Neater, Cleaner! 


@ Ends The Need For Tedious, 
a sa Fatiguing Soft Roller Work. ! 


AICO 
Exclusive! 


JS 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts 
spaced exactly 2 and 3 picas deep to permit use of the line 
space lever when typing titles. is ends the need for soft 
roller work when centering or positioning the titles on the 
insert strips. Just set the line goer lever for 1, 2 or 3 spaces 


you breeze right through job. 
New, At Your Stationer or Write Dept. 4, For FREE Sample! 


AIGNER 97 Reade St., New York 13, N. Y. 


INDEXES 426 S. Clinton St., Chicago 7, Hl. 


PLYMOUTH RUBBER 


= 


OUTSTRETCH  OUTLAST  OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


aren Y DISTRIBUTED == AVANLABLE AT YOUR RE 


“All Plymouth Standard Band; Made to Federal Spec 
LYMOUTH RUBBER COMPANY, Inc., Canton, Mas 


smallest original by a good painter has at least an even 
chance of increasing very sharply in value. Yet the cost of 
many originals by comparatively young painters is not a 
great deal more than the cost of a first quality reproduction. 
Many of the paintings shown at “Art in the Office” were for 
sale at about $100, some water colors were as little as $25. 
The general price range, of course, was higher, with most 
of the works selling for $150 to $500. 

One of the Downtown Gallery’s leading businessman pur- 
chasers, Robert Straus, head of the Straus-Frank Co., air 
conditioning contractors of Houston, Dallas, and San An- 
tonio, explained when interviewed at the exhibition that he 
first started buying contemporary paintings for his offices 
in 1943, as an extension of the collection he had already 
started in his home. He now has twenty paintings in his 
Houston office, as well as sculptured works, and rotates 
these with the pictures in his home, for he holds firmly to 
the theory that there should be no distinction between paint- 
ings for the home and paintings for the office. 

In addition to his own office, and reception areas, the 
works purchased by Mr. Straus are on display in the general 
offices, and this brought up the question of how employees 
reacted to the paintings when they were first displayed. 

“They were confused,” Mr. Straus reported succinctly, But 
that was several years ago when the paintings were first 
introduced. Now, according to Mr. Straus, the wheel has 
come full circle; many of his employees are avid collectors 
themselves, and others rent original paintings from a Hous- 
ton gallery for display in their home. 

The Straus-Frank employees who went from “confusion” 
to collection confirm Mrs. Halpert’s theory that there’s no 
such thing as a “one-picture buyer”; and suggest an exten- 
sion of it: when art invades the office, apparently there’s no 
such person as a one-picture viewer. 


Modular units— 
(From page 33) 


an open work space. Secretarial stations and work centers 
in the general office area are semi-private modular “rooms,” 
each of which forms a self-sufficient unit. 

The directors’ Conference Room at Keller Tool follows 
an older pattern, with floor to ceiling wood-panelled walls, 
a handsomely simple conference table, and leather uphol- 
stered Stow & Davis armchairs, A louvered ceiling distributes 
light evenly, while deep-toned horizontally lined drapes add 
a note of warmth and color in this rich, traditional room. 

Keller Tool believes that its office layout plan: housing 
all section supervisors in the general office, and giving secre- 
taries, accountants, purchasing personnel, sales managers,. 
advertising, research and production heads, Kordarooms 
adapted to the special needs of their particular work has 
already paid dividends in increased production, employee 
pride, and smooth-flowing operation. In the words of B. A. 
Balderson, treasurer: 

“We believe that our people take pride in the office tools 
with which they work and in the surroundings that are 
their home eight hours each day. An employee who is happy 
in his job and is aware of the company’s interest in his well- 
being and future, takes pride in his company and the work 
he performs.” 

In other words, Keller Tool firmly believes that its new 
offices carry out the company objective: “Maximum flexi- 
bility and smooth operation.” 
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Letters to the Editor 


Editor, Office Management: 

IN THE December 1953 issue of Office Management there 
is an article (beginning on page 16) titled “Office Trek 
to the Suburbs: Is It Waning?” 

May I refute some of the arguments found in the article 
and point out some purely personal observations? | am not 
going to argue with you the trends. My position is Branch 
Manager of the Dictaphone office in White Plains. I have 
noticed, as Mr. Smith has indicated, that there is a slow- 
ing up of the major companies moving to Westchester 
County, but that is not necessarily true of those moving 
for industrial manufacturing purposes to the Yonkers-Mount 
Vernon area and also to the Teterboro area of Bergen 
County, N.J. Within a ten minute drive of my home in 
North Jersey, the Ford Motor Company is at this moment 
erecting an assembly plant which is to be the largest in 
the world and will employ ultimately somewhere in excess 
of five thousand people. Obviously, there should be a sub- 
stantial office in connection with that. Additionally, that 
same company has just begun operations in a new plant 
on Route 6, in New Jersey, just across the road from the 
Teterboro Airport. 

The statement is made in the article “A recent speaker 
at New York's Town Hall, discussing the subject, reported 
that some of the large firms that have announced plans 
to move out of the city have experienced an unexpected 
drain on their younger and more promising executives, who 
showed reluctance to isolate themselves in the country where 
their future would be almost inevitably tied to their pres- 
ent company.” To get personal, and I know I speak tor 
many other young men who fit in the same category, if 
I remember correctly my employment interview with Dicta- 
phone Corporation, I specifically stated that I did not wish to 
work in New York City. I know many, many people, particu- 
larly in our Westchester chapter of National Office Manage- 
ment Association, who feel as | do—that they would rather 
stay “out in the country.” I feel very strongly that | am 
not tied to the skirts of my present employer although, 
frankly, I do not contemplate any change at this time. | 
think the opportunity for those who do not wis: to work 
in the city—and there are many—is just as great if not 
greater for the very reason pointed out in the article but 
exactly inversely. 

Most companies feel that in training a junior executive 
they are making a substantial investment in a person and 
they hope that that person will remain with them so that 
they may derive the benefits of that expense at a later date. 
I think the move gives a very good opportunity to the mov- 
ing company to eliminate a lot of the drifters before they 
start. It lets them get rid of what probably would have 
been changing personnel anyway. 

It has been pointed out and perhaps truthfully so in the 
article that the cost of living to persons in the lower echelon 
would be excessive and sometimes prohibitive in suburban 
areas. Again I feel that that is a matter of analysis for 
the company concerned, but there are many desirable loca- 
tions in northern Westchester County, Orange, Rockland 
Counties in New York State and Bergen and Passaic Coun- 
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ties in New Jersey where the cost would not be prohibitive, | 


Exclusively Manufactured by 
_ FederallooseleafCorp. 


Super-Lok 


LOOSE LEAF 
BINDER | 


NEW! EFFICIENT! 
ECONOMICAL! 
Super-Lok Features: 
@ Compresses to given sheet 
capacity. 


© New, simplified locking 
mechanism that features 


easy operation and removal 
of sheets. 


© Positive locking in any 
capacity position. 


Muper-Lok is now being used 
ty the U. S. Gov't. and lead- Insert 


sheets re- 
moved by lifting i 


from. book with . 
transfer Bar. as re , 


illustrated. A] 


(ng firms from coast to coast. 


Can be made to specifications 
with various post arrange- 
ments from %” to 3” mini- 
mum capacity and allows for 
00% expansion. Available 
with or without window in 
backbone .. . Imitation lea- 
ther or canvas. Allows for 
compression to any given 
capacity. 


Write today for quotations 
and latest catalog. 


U. 8. Pat. No, 2,568,227 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


SIGNALS FoR BUSINESS 


. ee 


TRANSPARENT 
SIGNALS | 
‘for “‘visible’’ systems 

a 


— 


Spark your “systems” sales with Graffco 
Signals. Show how they remind, com- 
mand action and point the way to 
facts. Notice how quickly they reveal 
to the customer greater efficiency and 
better control in any system, 


GEORGE 8. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 
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The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS, INC. 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Limited, Toronto 


CLASSIFIED ADVERTISING 


Rates are 15¢ @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


Positions Available 


CAPABLE OFFICE MACHINE MECHANIC needed as Instructor for 
Technical Institute in North West. Further details on request to quali 
fied applicants. O. M. 154 


For Sale or To Buy Used Equipment 


Model 33 Todd Adding and Listing Protectograph, Serial ¢J337U1655, 
with check signer attachment for sale. This machine was acquired by 
us in the purchase of another business and is in perfect working con- 
dition. For further details please write McDonald Cooperative Dairy 
Co., 617 Lewis St., Flint, Mich. 


WANTED—ALL TYPES OFFICE MACHINE, Filing Equipment, 
Furniture, Kardex, Acme-Postindex. Will pay more than trade-in allow- 
ances. Write, Wire, Phone CAnal 6-2054. National Office Equipment 
Co., 429 Broome St., New York 13, N. Y. 


Kardex, Acme, Globe-Wernicke, Yawman-Erbe, Rand Visible Cabinets, 
wood and steel. Addressograph, Cabinets and Trays, Ledger Trays, 
steel and insulated. Reconditioned first class. Special prices to dealers. 
We also buy this equipment. Universal Office Equipment Co. Inc., 7 
Waverly Place, New York, N. Y. GRamercy 3-3741. 


WANTED—-ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately Northway Dis- 
tributors, 2621 Ist Ave., Seattle, Wash. 


BEFORE YOU SELL your visible filing equipment, contact us. We 
have thousands of reconditioned cabinets, panels, books always on hand. 
Get our quotations. Top prices on Kardex, Acme. Special service on 
ange or sale. Chas. S. Nathan, Inc., 548 Broadway, New York 12, 


ALL KINDS OFFICE MACHINES sold, bought. Varitypers, IBM's. 


After 108 Years of Service 
In The Office Supply Field 
Offers Quality—The "Know-W hat” 
of Modern Office Needs 


for 
Factories— 


No. 150 Series Heavy Duty 
Fiberok Utility Cans 


Refer to Your Stationer or Write Us. 


218 Greenwich St. 


THE HOUSE OF BAINBRIDGE 


FIBEROK 


Fibre Baskets—Receptables 
Light—Sturdy—Alttractive 


TAPERED BASKETS 
Oice—Scbool—Home 


ALL PURPOSE 
RECEPTACLES 


or 
Otkcor—Halle’ -Washrooms 


HEAVY DUTY 
UTILITY CANS 


(with or without casters) 


Office Buildings— 
Industrial Institutions 


For Full Information on Bainbridge Specialties and 
Our Complete Line of Office Supplies— 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


New York 8, N. Y. 


All Language Typewriter Co., 119 W. 23rd St., N. Y 


CALCULATORS, COMPTOMETERS, ADDING MACHINES, Bur- 
roughs or N.C.R. Bookkeeping and Billing Machines, any style wanted. 
Quote complete description and price. American Business Machines Inc., 
573 Broadway, New York 12, N. Y. 


REMINGTON ACCOUNTING MACHINES, Burroughs, Moon Hopkins, 
Elliott-Fisher and everything in the office machinery line. State inodel, 
serial number and we will quote highest cash price. International Office 
Appliances Inc., 327 Broadway, New York 7, N. Y. 


“Just Between OFFICE GIRLS" 


A monthly 8'/x11 publication to which employers may subscribe for 
distribution among their office girls. ° 
os To help management inspire their personnel to work more 
efficiently. 

Prices range from 20c per copy for I5 to I0c for 500. Complete in- 
formation and sample copies available on request for 25c. 


FAIRMAIL SERVICE 
416 Cleveland Ave. 


Plainfield, N. J. 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 


Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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such as they are very likely to be in the central and lower 
Westchester County area, primarily White Plains and its 
environs. 

Let me point out one thing—in the closing paragraph 
of the article the point is made “in the duel between city 
and suburb to attract the headquarter offices of major cor- 
porations, 6953 must be counted as the city’s year,” my feel- 
ing is that in listening to many people on this subject, Mr. 
Cushman, of Cushman & Wakefield, and others in New 
York City and those out here, that the suburban areas— 
and I believe | speak for others than Westchester alone— 
are not seeking a large uncontrolled growth and pulling 
away from business from the city to the country. What 
they are seeking is a controlled growth of the individua! 
community. They in no way are trying to compete with 
the city as I see it. And I feel that your closing paragraph 
is just plain hogwash, because the duel as it is described is 
frankly something, as I see it, that has been built up by a 
few of the real estate people and perhaps some publications. 

Let me sum up. It is a fallacy that personnel of the cor- 
rect caliber and training is not available in the suburban 
areas because it is. | am not alone in my desire to seek 
higher executive position but by the same token doing it 
without going to New York City, There are many others 
like me who just plain detest the dirt and the rush and 
the crowds of New York City and they will never change 
their minds. It is also a fallacy that the proper all-around 
community cannot be found. As I see it the big prob- 
lem there is that the seeking company just has not looked 
hard enough to find what they are looking for. Certainly 
were I in top management myself and I found that I could 
operate more inexpensively, more conveniently, in the city 
I would certainly remain there but, on the other hand, if 
I could do the same thing in the suburbs I would go there. 


W. S. Foster 
Branch Manager 


In connection with the first point raised by Mr. Foster, 
my article made quite clear the point that it is only offices 
—specifically, headquarters offices of large companies—that 
are no longer moving from city to suburbs. Obviously, 1f 
Ford establishes a new plant in North Jersey, there will be 
a new office attached to that plant. That does not indicate 
a movement of metropolitan offices to North Jersey. 

Mr. Foster's second point is, obviously, a matter of per- 
sonal opinion for each executive concerned: The reluctance 
of many executives to work in the suburbs was advanced 
as one of many factors which may account for what Mr. 
Foster concedes is an established fact: that there is a “defin- 
ite slowdown” of the movement of mayor offices to West- 
chester. Industrial plants moving out of the city are beside 
the point: my article never denied that the trend of indus- 
trial production facilities as such is away from the city. 

In reference to Mr. Foster's criticism of the word, “duel’’: 
If suburban interests are trying to attract desirable business 
enterprises away from the central city—and he concedes 
suburban leaders are seeking a controlled growth—there will 
be metropolitan interests that will resist this movement. To 
that extent, there is a conflict between the suburbs and the 
central city—and I think, judging from the force of the 
arguments advanced by advocates of both city and surburb, 
it is not too much to call this conflict a “duel”. 


Ropert SMITH 
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@imere . 
cold feet with | 


tlectvo Mat ' 


Gua! workers can now work 
Ty in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle AM » that keeps workers healthy, happy 
and comfortable. 14” x 21" portable foot warmer 
is safe and economical . . . consuming less wer 
than a 75 Watt light bulb. It is made high 
quality neoprene rubber. 


Attention 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


eee come aes eee ee ee 

IMPORTANT SAVING: If 6 or more Electro 

Mats ordered price is only $5.95 

Please send me: (1) Electro Mat at $6.95 each. 
Mail check or Enclosed is my chock oO poner orter oO 
one toda 0 C.O.D, I am enclosing 00. ill pay 

a ¥ 1 " postman balance of $5.95 plus C.O.D. and 
, ottid freight charges. 


$6.95 /Be is 


City State 
f_o b. factory 10 Day Money Back Guarantee 


Inrerstate Russer Propucts Corr., Dept. 117 
Fvealer Inquiries Invited. 992 Avila St., Los Angeles 12, California 


LOOKING 
OSCAR 4. YOU 


CAN'T SEF My 
PAYCHECK 
RoOvuGH THIS 


“OUTLOOK” 
ENVELOPE! 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee's name. is improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 


purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 
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Want to get more 
comfortable mileage 
from your office chairs? 


Bassick 


CASTERS 

VY quiet-rolling 
VV smooth-rolling 
V easy-rolling 


¢ Protect your floors and 
make chairs easy-moving with 
Bassick “Diamond-Arrows” 
— most efficient casters made. 
Soft rubber or hard phenolic 
tread. THe Bassick COMPANY, 
Bridgeport 2, Conn. In 
Canada: Belleville, Ont. 


For wood-base chairs 


For tubular-base chairs 


For metal-base chairs 


SS 
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75 YEARS OF CASTER LEADERSHIP 
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... it’s the chair with thes. 
Fiber Glass Base ,/ 


You can kick the fiber glass base of this 


Sturgis chair but you can’t hurt it. You can 
bang it and scuff it but you can’t dent 
it or disfigure it. It’s a solid one-piece unit 
that has no “‘finish’”’ to be refinished, never 
needs any maintenance except a wipe with a Engineered for Long Life and Minimum Maintenance 
cloth and clear polish. Gray, walnut, green Nylon Thrust Bearing: fakes a lifetime of swiveling. 


. . Ball Burnished Spindle Bearing: perfect fit for long life. 
or black on 8 executive and stenographic 
sa ; grap Superior Casters: oversize ball bearings, extra wide rubber wheels. 
models. Send coupon for illustrated folder. STURLON © Finish: 10 to 20 times as abrasion-resistant 


as other finishes. 


ee a a we a ee ee ee 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


fj We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 
Nome ___ 


Firm Nome 


POSTURE CHAIRS Address 


THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 
Plants in Sturgis, Michigan ond Charleston, South Carolina 


L . cccnentncaoceendnenenane 


mee) bh: Pete 3 za a Fes mo Le | ne 6|lUe ee on * 
bee ee. 
eet 
ese 

H m 
aie ouabain senmernmncemncaigienie Mama" sak emia: ne 
| | BR Ww | es 

7 » Ae 
—— a \ t ' ty 
i | : | 4 < iin i~< f 
- / S 7 a 
Waid} i, = ei 
: gy | \ > rd 
| _ 4 l »\\ ep a 
o 1 . 4 \ \ Zs ae 
| \ a, | . iw e 
| FS \O SBE ay ae 
[FEY Se nn a a i 
ET eS) SS OS, See ey At ! ‘ : ‘ ae ol = MEE : 
“gh piy Saal { orga 
3 5 gine & 5 & 
. ye, ee ate 
| Ty it wif bs a i aie a 
j =e spr, Bal 
& is i | as Meh 
' 7 het q , on 
,) ae pont 
ia " ‘ el 
‘i = — vay ‘ 7 ae 
a ; e ash | 
PEE Fi ee Ag My: = : 
= we - a wae 
igi F | : # 
; eee 
a — Phat 
- ©. ' \ ¥ a , 
fk a Le 
ere ‘,. , i. ‘ q 
. oe TE (73 wv ie " ae ‘; 
. PT - . <: * My Ab fs = 
a ant , Yea, ait 
pt ‘Es in apes i. 
i , ‘ - 
' ‘34 
3.5 
ee: . ry 
le 
ae 
Wi Ps ie 4 
YO kz Pee A ; 
y; _E 3 Q ce ae 2 
Y WN \cVG Se 
7 Ly <r 
/ uw \% | a 
es / ame a 
— \ _~ H —E ae : 
pone ,_ —_, — eh 
ee ae at 
<3. Corres one neces pe 
yaa tS 
lesan chs sais cnn ais chili tata Ne a he al ia 
7 
> a 

. a 

{See 2 | oo ae ae A ee | A Re tT td aoe 

oe) ha > Sa “® a I eee ee, tS. ma fecey | Ree a tee 

1. Bee VS ee 3 “fy. a Beate, a” ee es Be Oe eee ee ee) ee : 1) as i ee YO oe 


When you’ve got to 
figure on speed 


d 


and make a record, too 


Want to come in first with figure-facts...and 
have a record to show for it? 


Here’s your winner! It’s the Underwood 
Sundstrand Automatic Printing Calculator... 
which does the work of two different machines. 


purpose machine which adds...subtracts 
... multiplies. ..divides. 


q 2...It makes a two-color printed record 
of every operation. 


6 1...It’s a general-purpose . . . multi- 


And as an extra plus...it provides the 
Automatic Credit Balance. 


Underwood Corporation 


Both large and small offices find the Under- 
wood Sundstrand Printing Calculator indis- 
pensable. It makes it possible for an operator 
to change quickly from one type of calculation 
to another...without changing machines! 

And how easy it is for even untrained help 
to operate it! All of its various functions are 
performed with only 10 numeral keys, all 
grouped under the fingers of one hand. Work 
is speeded, fatigue reduced, errors cut. 

More good news! The new Underwood Sund- 
strand Printing Calculator goes to work for so 
little money! Get a demonstration or full 
particulars today. 


Adding Machines...Accounting Machines... 
Typewriters ...Carbon Papers... Ribbons 


One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 
Sales and Service Everywhere 


+o-> ss Sea : * Lat ae 1 “ie a a Lae Lo ene 
irae - 1 ha silhalieitilacesa~~-el iii a ae 
ae 2s ¢ . — 7 — oe ee 
a | 
oe ba v . 2 j 
—| Be 
a " 
Lak ' : 
aa 
— | = 
Ge ae a 
a 2 
ae i a 
aes: a 
pala 
4 Bae ' ~ a 
ABy | f. oe 
ae Ea | : i i 
i } ‘ 7 
| a =a = ‘. 
me. rr F 7 
rt. 4 - ' q 
sp ag — =; 
i: 2 . 
= 2A) 2 ~ » r 
5 “A ae — pe E { 
a ——— en Se * * ‘ ies 
— ‘ ii 5, ie? # ; be 
True ete > are ees 13 eel ‘ ney y . 
ap ee \ ad | = 
2 ‘3 - La a L om % - * % e _ a 
4 one - . ge paaneeuet® + :4 ey 
wel ‘ ~ 4 7m S\ Pro eee Tie , , ae 
ae \ p is A Ei. iS i 
acres x % 3 fag so — - of ; + 
bs NS SR rt’ 
i be | * “ ~ yy 4 b eo : EY 
ie Bom " io : wish, 1Sy- 
4 i * vera sy a. (apa 
anes re ¥ wie ied aes { Pen, 
— wee i eee e 
oe cs, . oii b> Dug i ill alia i j 
sah ee Xe. — oe Z ‘eg Seepeiae SS i as es 
Bret he . =e i. eee gee eS we? Me ) = 
bomen si Se me ia ae pe ej Ae 
a ile aN 1 an —_ ‘ 
— EE | bse 
eo t ae Se ; - 
ao | ¥ pr 4 9: 
Pion. ‘2 me: 
‘eee Seay AS eal be 
Drea ame 
: hs. oe 
pine’ 
Sees aay 
aed ie — 
ENG 
" 
ea thes: 
eae ee 
» = u Und d Sund " 
4 \N se an Underwoo undstran ’ 
5g , a oa ne ne atone (nae eee ee 5 j : 
ade : Printing Calcul % 
ke » 0 Me 
ail | rinting Calculator “% 
Bs gs J " : 
cea a : ie 
Pec ee ? 
F Le al . 
ae 5 i 
i ca. 
So tae Sanat 
a. tam j ol 
oy Pei 
i \ Pay: 
a a 
ere ae # 
aa 
a. ae ‘ 
i Mek 
ts “oie 
: oan: ae 
3 “(a F 
oe, LE 
‘aah PY a 
bey ues: ee 
eee: ia mk 
mt: igre 
i ee pe 
a ae. Rye AN he ei 
; } 1 0 ° 0 Po : 
; 4 © 0 © 4 
TS, Ta 
a The Origine! a 
Pe hy Teowch Methed oe 
= So Keyboard jee 
‘a oe Ba! 
z "ar 7 2 _ : a 4 
aS i mvs dt i: <a es SMe Ee = ee | ae a , PE teeing MN i. 
= a Be nt Ae es oer — He e 7 ae : eee ee 
eae at 3 laa - ig 3 : i aiiebe ae a ae i ¥ o sd eee ( ae ie 3%; Pe a Ee as a — A ie a] a Pad een ‘ 
ei ae ae | ae mest . - a ae hy Shee | em A, tS 
i ar ag ae Pe J 4 cet oe LE a1 oe Fe eee ine bre . i: co i ale % 5 ee Why 
: %, El Fi o. — Reger be hia A ae ie Boy Pb ee ae ee ee a: ne 


